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Chapter 1 

Installing Instant Payroll as a New 
User 



This chapter provides you with an easy to 
follow step by step guide, giving you all the 
help you need to install your new Instant 


Installing Instant Payroll as a new user .4 


Payroll program. 

Follow the steps in this section if you are 


Registering Instant Payroll 
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installing Instant Payroll for the first time. If 
you are upgrading from a previous version, 
go to Chapter 3, Upgrading to Instant 
Payroll. 

During the installation you will need to 
enter your Company details. The details 
you enter here will appear on your 
employee’s payslips and any reports that 
you produce. 






Hints and Tips about installation... 


Before you install Instant Payroll, check that you have your Tax Office Number and PAYE 
Reference. You need to enter this information to be able use the program. You can get 
this information from the Employer’s Annual Pack you should have received from the 
Revenue & Customs. 

Before you start to install, make sure you have your Serial Number and Activation Key to 
hand. You can find these on the despatch note that accompanied your Instant Payroll 
program. 
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System Requirements 

Before you install your new Sage Instant Payroll program check that you have the following 
computer requirements: 

Recommended Hardware Requirements 

■ At least 128MB of memory. 

■ A hard disk with at least 200MB of free disk space after Windows has been installed 
(250MB if you do not have Microsoft Internet Explorer installed). 

■ A copy of Internet Explorer 6 or higher (included on the program CD). 

■ A CD-ROM drive. 

■ An SVGA resolution monitor with the following display settings; screen area 1024x768 and 
colour settings at a minimum of 24-bit true colour. 

Minimum Hardware Requirements 

■ An IBM PC or compatible with a Pentium 400 processor. 

■ At least 64MB of memory (128MB for Windows 2000 and XP). 

■ A hard disk with at least 150MB of free disk space after Windows has been installed 
(200MB if you do not have Microsoft Internet Explorer installed). 

■ A copy of Internet Explorer 6 or higher (included on the program CD). 

■ A CD-ROM drive. 

■ An SVGA resolution monitor with the following display settings; screen area 800x600 and 
colour settings at a minimum of 256 colours. 

Operating System 

You must be using one of the following operating systems: 

■ Microsoft Windows 98 (second edition). 

■ Microsoft Windows ME. 

■ Microsoft Windows NT V4 (with Service Pack 6). 

■ Microsoft Windows 2000 (with Service Pack 2). 

■ Microsoft Windows XP (with Service Pack 2). 
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Installing Instant Payroll as a new user 

Before you start to install, make sure you have your Serial Number and Activation Key to hand. 
You can find these on the despatch note that accompanied your Instant Payroll program. You 
need to enter this to complete the installation. 

If you are using Windows 2000, NT, XP or 2003, you must have administrative privileges on your 
computer to be able to successfully install Instant Payroll. If you do not have these privileges, 
you will be prompted to enter the password to an administrative account before you can 
continue. Please contact your Network Administrator if you do not have this information. 


How do I install Instant Payroll for the first time? 

Important: Before you start installing Instant Payroll, make sure you have closed all of your other 
programs. 


1. Insert your Instant Payroll CD into your computer’s CD drive. This is usually the d drive. 

The Welcome screen appears automatically. This shows the Sage Software Licence 
agreement. You should read this agreement before you continue. 

If the Welcome screen does not appear automatically, click Start and then Run. In the 
Open box type d:\setup and then click OK. 


*J 


Welcome. This program will install Sage Instant Payroll on your computer. 

It is recommended that you close all other Windows programs before proceeding. 

Installation and use of Sage Instant Payroll is subject to the following Licence Agreement. 
Press PAGE DOWN to see the rest of the document. 


1 


zl 


SOFTWARE LICENCE AGREEMENT 

Your right to use the software (in object code only) and its associated 
documentation ("Program") is subject to the terms set out in this licence 
agreement ("Agreement"). As notified in the hard copy of this Agreement 
supplied with the Program, by breaking the seal to open the CD case, you 
have signified your acceptance of the terms and conditions set out below. 

In the event that no hard copy was contained in the box, then accessing 
this Program signifies your acceptance of the terms and conditions set 
out below. Therefore, please read them carefully before accessing the 

Do you accept the terms of the Licence Agreement? If not, choose Exit. 

To install and use Sage Instant Payroll, you must accept this agreement by choosing the 
Accept Licence button. 


Accept Licence 


2. If you accept the conditions of the licence, click Accept Licence. 
An Important Notice screen appears. 
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3. Read the information on the important notice, then click Next to continue. 
The Select Program Location screen appears. 



This shows you where your program will be installed onto your computer. Instant Payroll 
automatically chooses your computer’s C drive and the Program Files folder. We 
recommend that you accept this location. If you want to install to a different drive or folder 
click Browse, and choose your preferred location. 

If you change the location of your Instant Payroll program, you also get the option to 
change where Instant Payroll stores your data. Your Instant Payroll data is automatically 
stored in the Sage Data\Sage Payroll folder. If you want to change this location, click 
Browse, and choose your preferred location. You are given the option to change the name 
of the program shortcut on your desktop. 

Your program’s data will automatically be stored on your computer’s C drive in the Sage 
Data folder. 

4. To continue, click Next. 
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The Ready To Copy screen appears. 



This screen displays the settings you have chosen to use for your new Instant Payroll 
program. Check that these are correct before continuing. If you want to change any of 
these settings, click Back and change them now. 

5. To continue, click Next. 

A progress bar appears to show you how far through the installation Instant Payroll is. 
When Instant Payroll has been installed the Copy Complete screen appears. 


Copy Complete 


Instant Payroll files have been copied. 

Your computer will now be restarted to complete the installation. 


Please check that any other applications are closed before continuing. 


W I would like a shortcut to the program placed on the desktop 


Restart 


To ensure that the installation is completed successfully, your computer needs to be 
restarted. 

6. Click Restart. 

If you have any other programs open, these will be closed automatically. If you have any 
unsaved information in your other programs, you should be prompted to save the 
information before your computer is restarted. 

When your computer is restarted, you just need to register Instant Payroll with Sage and 
then your new program is ready to use. Follow the steps in the next section, Registering 
Instant Payroll. 
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Registering Instant Payroll 

When your new Instant Payroll program has been installed, you must register the product. To 
do this you will need your Serial Number and Trial Activation key. You can find these on the 
despatch note that accompanied your Instant Payroll program. 

Please note: The activation key that you have been given with this guide will only allow you to 
use the program 30 times, or for a period of 30 days. Each time the program is used, with this 
activation key, you will be prompted to complete the full registration process. For details about 
the full registration process, see the section How do I complete the full Instant Payroll 
registration process? on page 9. 

You now have the following choices: 

■ Using the serial number and activation key for the trial period, you can enter your employer 
details and then use the trial version of the program, with the constraints mentioned above, 
or 

■ When using the trial version, you can complete the full product registration process at any 
time by clicking Tools > Register Instant Payroll. 

How do I register and use Instant Payroll with the trial activation key? 

1. Double-click the Instant Payroll shortcut on your computer’s desktop. 


Instant Payroll Trial Registration >> Step 1 of 2 hei P (g) 

Tip: Your serial number and activation key can be found inside the front cover of your user guide. 


Registration Details 


Serial Number |abCDEFG 
Activation Key 


O Close Trial Registration 
screen and exit program 
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Activate program 


2. Enter the Serial Number and Activation Key and then click Activate program. 
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3. Enter the Employer Details. The fields shown in blue are compulsory and must be 
completed before you can continue. 

4. Click Save Employer details. 

You can now start using your new Instant Payroll program. 

Remember: The trial activation key that you have entered will only allow you to use the 
program 30 times, or for a period of 30 days. You can register at any time during this trial 
period. At the end of the trial period you must complete the full registration process to be 
able to continue using the program. 
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Registering the Full Version of Instant Payroll 

The trial activation key that you have entered will only allow you to use the program 30 times, 
or for a period of 30 days. You can register at any time during this trial period, but at the end of 
the trial period you must complete the full registration process to be able to continue using the 
program. 

How do I complete the full Instant Payroll registration process? 

1. To complete the registration process, click Tools > Register Instant Payroll. 

Alternatively, each time the program is used during the trial period you will be asked if you 
want to complete the registration process. To complete the registration process at this 
point, click Register Now. 

The registration screen shows your serial number and trial activation key. 



You must now obtain a new Activation Key. If you have access to the Internet, click Web 
Registration and complete the on-line registration wizard. Alternatively, if you do not have 
access to the Internet you can telephone Sage Customer Services on 0845 111 6666. 

2. Enter your new Activation key, then click Register Program. 

A confirmation message appears. 

3. Click Close Message. 
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Questions about Installation...? 

Q Can I install Instant Payroll on a network? 

A No. You can’t use the program over a network. You will need to upgrade to Sage Payroll 
Professional to make use of a multi user facility. 

Q What happens if I don’t want to install Instant Payroll into the C drive? 

A When Instant Payroll installs, it automatically uses the C drive. To change the location, click 
Browse and choose your preferred drive. You should note that if you change the drive you 
are installing to, Instant Payroll will also ask you to confirm the location you want to use for 
your Instant Payroll data. To change where your data is stored, click Browse. 

Remember: You cannot install Sage Instant Payroll on a network. If you change the location 
of your data you are also given the option to change the name of the program shortcut 
displayed on your desktop. 

Q Can I install this version of Instant Payroll more than once? 

A No. Instant Payroll has been developed for use by a single user on a single computer. If you 
already have another version of Instant Payroll installed and you want to use your new 
program separately, click Install New Copy and choose where you want to install the new 
program. 

Q What operating systems can Instant Payroll be installed onto? 

A Instant Payroll can be installed onto Windows XP, Windows 2000, Windows ME, Windows 
NT and Windows 98. 

Q Does Instant Payroll automatically place an icon my desktop? 

A Yes. At the end of the installation, the Installation Complete screen asks you if you want to 
have an icon added to your desktop. Ensure that you have placed a tick in the box and the 
icon appears when your computer has been restarted. 
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Chapter 2 

Setting up Instant Payroll as a New 
User 


If you have never used Instant Payroll 
before, use this chapter to help you get 
started. 


In this chapter: 


When I start using Instant Payroll, what 


do I need to do first?.13 

Entering my employee details.14 

Entering year to date values.16 

Setting up a program password.19 








Hints and tips about setting up... 

If you want to practice entering employee information, you can enter some fictitious 
employee details and use the Remove employee record option to delete them from 
Instant Payroll before entering your real employees’ information. Important: Don’t finish a 
payroll using these fictitious employees, because you cannot delete an employee once 
you have starting paying them using Instant Payroll. 

If you are starting to use Instant Payroll part way through the tax year, have your 
employees’ P11 Deductions Working Sheets to hand before you start entering 
information. 





Setting up Instant Payroll as a New User 


When I start using Instant Payroll, what do I need to do first? 

The information that you need to enter first will depend upon when you start to use Instant 
Payroll. Use the flow chart below to find out what you have to do first. 


Is it the start of the Tax Year? 

Yes N< 

0 





You need to enter your employees’ information 
and their Year To Date figures before you can 
process your payroll. Use your employees’ P11 
Deductions Working Sheets to help you enter this 
information. 

To do this go to the following sections, Entering 
my employee details and Entering year to date 
values. 


You can enter your employee and payment 
details and then start processing your payroll. 

To do this go to the section, Entering my 
employee details on page 14. 


Please note: The Tax Year runs from 6 April to 5 April. 
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Entering my employee details 

If you have been paying employees using another system, you will have personal, payroll and 
payment information to enter into Instant Payroll. Have all of this information to hand when you 
start entering your employee details. 

How do I enter employee details? 

1. Click Employee > Add an existing employee. 



2. Enter the compulsory information, shown in blue on the screen. You must enter these 
details correctly to ensure that your employee’s pay, tax and National Insurance is 
calculated correctly. 

You cannot save your employee’s record without this information. 

3. Use the Payroll Details area of the screen to set up how much and how often you want to 
pay your employee, and the method you want to use to pay them. 

Please note: You can change the amount you want to pay your employee using the Pay 

Employees > Maintain employees’ pay option. 

For example, if you want to pay your employee every two weeks using BACS transfer to 
their bank choose Two Weeks and BACS from the drop-down lists. 
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I want to pay this employee |~~ 

I want to pay this employee every 
I want to pay this employee using 


Q-QQ «l| per |two Weeks 

Itwo Weeks ~*\ 


BACS 



Cash 

Ichequ 


(* Gross C Net @ 


For more information, click the question marks ^ 


4. To save your employee details and create an employee record, click Save details and 
create employee. 

The following confirmation message appears. 



5. Click Close Add an Existing Employee screen. 

Follow the steps in the next section to complete your employee’s payment information and 
complete their record. 
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Entering year to date values 

If you are starting to use Instant Payroll part way through the tax year you will need to enter the 
year to date values for your employees. These are the cumulative figures for the Tax and NIC 
contributions they have made during the year so far. 

You must enter these figures before you start to pay your employees to ensure that your 
employee’s pay is correctly calculated. 

Please note: If the employee is a director you may need to process their payroll from the start 
of the tax year. For further information, see the section Entering year to date values for directors 
on page 18. For general information about setting up director records, see the section Setting 
up employee records for company directors on page 101. 

How do I enter year to date values? 

You can enter these figures while you are entering your employees’ personal and payroll details. 
To enter your employee year to date figures while you are creating their record, follow the steps 
below. 

Note: If you don't have these figures to hand when you set up your employee’s record, use the 

Employee > Maintain year to date information option, and enter the figures there. 

1. Before you start to enter information into Instant Payroll, make sure you have your 
employees’ P11 Deductions Working Sheets to hand. You’ll need these to complete their 
information. 

2. Click Employee > Add an existing employee. 

3. To enter your employee’s pay, tax and National Insurance information for the year to date, 
click P11 Figures. 
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^Add an Existing Employee >> Pll Figures 


help ( 


Personal 
JbI 0etails 




Ell 

Figures 


Total Pay to Date 
Column 3 


Total Tax Due to Date 
Column 6 


I C JO J 

11,11 

Earnings Details 


0.00 si | In previous employments [ 
0.00 si | In this employment 
Total for year 


0.00 J|J 

0.00 jJ 


0.00 jnJ 


Contribution Details 


Earnings at 
the LEL 


Earnings above 
the LEL and up to 
the ET. 

lb_ lc 

O.OOjJ | 0.00 jJ f 


Earnings above 
the ET and up to 
the UEL. 


o.oo jJ 


Total of employee's Employee's 
and employer's contributions 

contributions 
Id_ le 

I i - 


0.00 jnJ 


© Close Add an Existing 
Employee screen 


Sage Instant Payroll 


O Save details and 
create employee 



For more information, click the question marks qft 


You can find this information on your employee's paper P11 Deductions Working Sheets. 
4. Click Save details and create employee. 

The following confirmation message appears. 



5. Click Close Message. 

6. Click Close Add an Existing Employee screen. You are taken back to the Employee 
What do you want to do? screen. 

Repeat the steps above for all of your existing employees. 
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Entering year to date values for directors 

If you have been using a manual payroll system and an employee is a director, instead of 
entering their year to date values, you must start processing their payroll from the start of the 
tax year if: 

■ The director status of the employee has changed during the tax year. For example, an 
employee becomes a director on the table method of calculation, then their status is 
changed to director using the exact percentage method. 

Important Note: A director cannot change payment from the exact percentage method to 
the table method within a tax year. Even if the director becomes a non-director their 
earnings must be calculated on the exact percentage method for the rest of the year. 

■ The National Insurance category of the director has changed more than once. 

For further information on directors, see the section Setting up employee records for company 
directors on page 101. 
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Setting up a program password 

Instant Payroll allows you to secure your program by setting up a password. When the program 
is next used, you will be prompted to enter the password before being allowed to continue using 
the program. The confidential nature of the information that is recorded in your Instant Payroll 
program maybe a consideration when deciding whether or not to set up a program password. 

Please note: When you first use Instant Payroll, there is no program password set up. 

How do I set up or change a program password? 

1. Click Tools > Set up a program password. 


(7Set up a program password heip(g) 

TIP: To remove the password ensure the New Password and Confirm Password fields are blank. 


Program Password 


Old Password 

New Password 

Confirm Password 


© 

® 

® 


O Close Set Up a Program 
Password screen 

* 
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Confirm changes 


If you are setting up a program password for the first time, enter the password as the New 
Password, then re-enter it in the Confirm Password field. 

If you are changing a password, enter the existing password as the Old Password, enter 
the new password as the New Password, then re-enter the new password in the Confirm 

Password field. 

2. Click Confirm changes. 

A confirmation message appears. 

3. Click Yes to make the changes. 
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Questions about setting up Instant Payroll...? 

Q I have been using a manual system. What option should I use to add my employees into 
Instant Payroll? 

A Use the Add an existing employee option from the Employee screen. 

Q Where do I enter details of what my employee has been paid so far this year? 

A You should do this when you set them up in Instant Payroll. Use Add an existing employee. 
Click P11 Figures. If you have saved an employee’s record, use the Maintain year to date 
information option. 

Q Do I have to enter a password to enter Instant Payroll? 

A No. If you want to make your information more secure then you can set up a password using 
the Set up a program password option. However, if you would rather not use a password 
you don’t have to set one up. 
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Chapter 3 

Upgrading to Instant Payroll 


This chapter provides you with all the 
details you need to upgrade your existing 
Instant Payroll VI0 pay information into 
Instant Payroll V11. 

To help you with your upgrade, follow the 
The Upgrading Process on page 23. 


In this chapter: 


The Upgrading Process.23 

Preparing your pay information.24 

Important Information.24 

Backing up information in your existing 
program.26 

Installing your new Instant Payroll 
program.28 









Hints and tips about upgrading... 


You can upgrade from version 10 of Instant Payroll. To check what version you are 
currently using, choose Tools > My Instant Payroll. 

Before you install your new program, make a note of the location of your current program. 
Choose Tools > My Instant Payroll. Make a note of the Application Path, displayed on 
the lower part of the screen. For example, if your Application Path shows C:\Program 
Files\Sage Payroll\Payroll.exe, your Instant VI0 program is installed in the folder 
C:\Program FilesXSage Payroll. 

If you are upgrading from Instant Payroll V8.xx, for information about installation, please 
refer to Questions about upgrading? on page 31. 





Upgrading to Instant Payroll 


The Upgrading Process 

Use this flow chart to help you through the upgrading process. 


Preparing to upgrade your program 


Complete the current pay period in your existing 
program and print your P32 reports. 

See Preparing your pay information on page 24 


Important information 


You must read the information detailed in this 
section before upgrading your program. 

See Important Information on page 24. 
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Preparing your pay information 

If you are upgrading your program during the tax year, you must first complete the current pay 
period in your existing program. This will ensure your payroll figures are correct. If you pay your 
employees at different intervals, for example weekly and monthly, you must complete the payroll 
process for all the pay frequencies you have. 

In addition, after completing each pay frequency, you must print the P32 Employer’s Payment 
Record report for each period completed in your existing program. Please keep this information, 
you will need it when you run your payroll year end. 

If you want to familiarise yourself with your new Instant Payroll program, you can install the 
program to the new location and look at the features available, and then when you are ready, 
complete the upgrade process. For further information, see the section Installing your new 
Instant Payroll program on page 28. 

Important Information 

Please read the following important information if you are upgrading from Instant Payroll 
version 8.xx. You need to be aware of this before upgrading your program. Please refer to the 
Questions about upgrading? on page 31 for help with installation. 

Company Settings 

■ Departments - Instant Payroll only supports up to five departments. If you have more than 
five departments set up in your existing program, when you upgrade, any departments 
which are not assigned to employees are deleted. If there are still more than five 
departments, the number of departments in excess of five will then be deleted. 

Payments & Deductions 

■ Payments & Deductions - Instant Payroll only supports up to five payment and deduction 
types. 

In addition, if you have set any payments up to be made before Tax or National Insurance 
contributions have been calculated, these will be deleted. Any deduction type that you 
have set up to be taken off pay before Tax or National Insurance contributions have been 
calculated, will also be deleted. 

■ If you still have more than five payment or deduction types, the number of payments or 
deductions in excess of five will be removed in the following order, until only five are 
remaining: 

■ Any payment or deduction with a value of zero, beginning with the last type you set 
up. 

■ Any further payments or deductions, beginning with the last type you set up. 
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■ The current amount of the payment or deduction from your existing program will be 
used as the default amount in your new program. For example, if you have a salary 
payment of £300, 300 will be used when you select this payment in Instant Payroll. 

■ The first payment type for each employee will be converted to payment type 'Salary'. 

■ Pensions - Instant V11 only allows up to 10 pension schemes. If you have 10 schemes or 
less, the schemes are converted. If you have more than 10 pension schemes with year to 
date figures in your current version, your data will not be upgraded. 

■ Instant Payroll does not allow you to record holiday scheme details. Any holiday scheme 
details that have been set up in your existing program will be removed. 

■ Pay date - The pay date will be automatically set to the next update due, based on the 
previous pay dates in your existing program. 

Employee Information 

■ If you have more than 10 employees, your data will not be upgraded to Instant Payroll vl 1. 

■ Absence types - If you have absence types in your existing program that are not for 
sickness or holiday, they will be converted to the type 'Other'. 

■ Payments & deductions to date - Any employee year to date information will be 
transferred to your new program. 

■ Employees set up in your existing program with the pay method of 'Credit Transfer', will 
have this converted to 'BACS'. 

■ Holidays - Your employees’ holiday entitlement will be automatically calculated from 'Days 
Taken 1 and 'Days Remaining' in your existing program. 

We recommend that you print the Upgrade Log and check the information included, for details 
of what has been changed or removed from your existing data. 

E-submissions Settings 

The ability to log on to the Government Gateway with digital certificates has been withdrawn 
following a decision by HMRC to support only User ID and password log on. If you have been 
using digital certificates, you will need to enter the details of your User ID and password, which 
you received when you registered with the Government Gateway. Click Tools > e-Submission 
Settings, and enter your log on information. 

For more information, please use the following link on the HMRC website - www.hmrc.gov.uk/ 
ebu/digital-certs.htm 

Posting to your Accounts 

If you have upgraded to Instant Payroll V11, you must set up the link to your accounts program 
using the Accounts link option. To do this click Tools > Accounts link. Click Browse and 
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locate the Setup.dta file which is held in the Accdata folder of your Sage Accounts program. 

Click Save details, then click Close Accounts Link screen. 

For more information, see the section Linking to Sage Accounts on page 135. 

Program Password 

If you had a program password set up in your previous Instant Payroll program, this information 
is not upgraded to Instant V11. You should use Tools > Set up a program password to 
re-enter the password details. 

For further information, please print the Upgrade Log when you restore your existing information 
into your new program. 

Backing up information in your existing program 

Before installing your new program, take a backup of your existing pay information. You can 
then restore this information into your new program. 

How do I back up the pay information in my existing program? 

1. Click Tools > Backup. 

A filename will be entered for you. The filename uses the Pay Date you have entered to 
determine the current tax week. 

For example, if your pay date is set to 30/06/2006, the default filename for your backup 
will be PayWeek13. 

You can enter your own filename if necessary. 

2. Choose the folder where you want to store your backup file. The first time you use the 
backup option, this will show A:\ which is normally your floppy disk drive. If you want to 
backup to a different location, click Browse to locate the folder you require. 

For example, if you enter C:\, your backup file would be stored on your computer’s hard 
drive. 

3. To view a list of the backups taken, click View Backup & Restore log. The log will open 
in Notepad. To print the file, click File > Print. 

4. To start the backup process, click Backup Now. 

Instant Payroll backs up your data. 

Please note: If you are backing up to a disk, when the disk is full you will be prompted to 
enter the next one. 

5. If you want to stop the backup for any reason, click Cancel Backup. 

Backup Details appear stating that the backup file has been successfully created. 

If you are backing up to a disk, this shows how many disks were required. 
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6. If the backup is unsuccessful, check to make sure that the disk is blank or, if you are 
backing up to a folder, check that you are using the correct path. Repeat the backup 
process. 

7. Click Close Backup screen. 
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Installing your new Instant Payroll program 

Before you start to install we also recommend that you make a note of where your existing 
program is installed. You will need this information when installing your new program. For help 
with doing this, refer to the section Questions about upgrading? on page 31. 

How do I install Instant Payroll? 

Important: Before you start installing Instant Payroll, make sure you have closed all of your other 
programs. 

1. Insert your Instant Payroll CD into your computer’s CD drive. This is usually the d drive. 

The Welcome screen appears. This shows the Sage Software Licence agreement. You 
should read this agreement before you continue. 

If the Welcome screen does not appear automatically, click Start and then Run. In the 
Open box type d:\setup and then click OK. 


Welcome 


Welcome. This program will install Sage Instant Payroll on your computer. 

It is recommended that you close all other Windows programs before proceeding. 

Installation and use of Sage Instant Payroll is subject to the following Licence Agreement. 
Press PAGE DOWN to see the rest of the document. 


SOFTWARE LICENCE AGREEMENT 

Your right to use the software (in object code only) and its associated 
documentation ("Program") is subject to the terms set out in this licence 
agreement ("Agreement"). As notified in the hard copy of this Agreement 
supplied with the Program, by breaking the seal to open the CD case, you 
have signified your acceptance of the terms and conditions set out below. 
In the event that no hard copy was contained in the box, then accessing 
this Program signifies your acceptance of the terms and conditions set 
out below. Therefore, please read them carefully before accessing the 




Do you accept the terms of the Licence Agreement? If not, choose Exit. 

To install and use Sage Instant Payroll, you must accept this agreement by choosing the 
Accept Licence button. 


Accept Licence I Exit 


2. If you accept the conditions of the licence, click Accept Licence. 
An Important Notice screen appears. 
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3. Read the information on the important notice, then click Next to continue. 
The Upgrade Previous Installation screen appears. 


Upgrade Previous Installation 


Setup has detected the following installation of Sage Instant Payroll. Is this the 
installation you wish to upgrade ? 


CAPtogram FilesMnstant Payroll 


Yes 


No 

Install New Copy 


Exit 


You must install your new program into the same location as that of your existing program. 

4. Ensure the path on the Upgrade Previous Installation screen is the same as that of your 
existing Instant Payroll program, and click Yes. 

Note: If the path displayed is incorrect, click No. When prompted Do you know which 
installation you want to upgrade? click Yes and in the Open window, locate the correct 
program folder and click Open. 

A progress bar appears, displaying the progress of the installation. When the installation is 
complete, a Copy Complete screen appears. 
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5. To ensure the installation is completed successfully, you are prompted to restart your PC. 
To restart your PC, click Restart. 

Your computer restarts and you are returned to the Windows desktop. 

You are now ready to open Instant Payroll vl 1 and upgrade your data. 

To upgrade your payroll data 

1. Open your Sage Instant Payroll program. 

The Upgrade screen appears. 

2. To upgrade your existing payroll data, click Upgrade now. 

The Upgrade details appear. 

3. To print your Upgrade log, click Print upgrade log. 

4. To start using your Instant Payroll V11, click Continue to use Instant Payroll. 

You have now upgraded your existing data to Instant Payroll V11 and can begin using your 
new program. 


30 









Upgrading to Instant Payroll 


What should I do after upgrading to Instant Payroll VII? 

After completing the upgrade of your existing pay information, and before you start processing 

your payroll, we recommend you check your employees’ information in your new Instant Payroll 

program. Use the Upgrade Log to help you check the information that has been upgraded. 

For further information on using your new program, please read Chapter 4, An Introduction to 

Instant Payroll and Chapter 2, Setting up Instant Payroll as a New User. 

Questions about upgrading? 

Q How do I find out the location of my existing Instant Payroll program? 

A Open your existing program, click Tools > My Instant Payroll. The location is displayed in 
the Application Path on the lower part of the screen. 

Q Will my leavers be transferred from my previous version of Instant Payroll? 

A Yes. To check the number upgraded, read the Upgrade Log. 

Q Can I transfer my payslip layout/custom reports? 

A No. Instant Payroll provides you with all the reports you need to run your payroll system 
successfully. 

Q I have employees with Attachments/Student Loans. Will all of their details be transferred? 

A Yes. All of your employees’ details are taken across to your new Instant Payroll program. 

Q I have Instant Payroll v8.xx. How do I upgrade to Instant Payroll vl 1 ? 

A Take a backup of your payroll data using your current version. Install Instant Payroll vl 1 into 
a different location to your existing Instant Payroll program. Restore your version 8.xx payroll 
data into your new program. To do this, open Instant Payroll vl 1 and click Tools > Restore. 
Click Browse to locate the backup of your version 8.xx data and click Restore Now. 
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Chapter 4 

An Introduction to Instant Payroll 


This chapter will tell you everything you 
need to know about using Instant Payroll. 
The topics covered in this chapter are: 

■ Features of Instant Payroll 

■ How to find information using this 
guide 

■ How to find information using the 
onscreen Help 


In this chapter: 


Hints and tips about Instant Payroll... .34 
What’s new in Sage Instant Payroll 


version 11?.37 

How do I use Instant Payroll?.39 

Areas of Instant Payroll.44 

Moving through employee records.49 

Entering information.49 

Using this guide.51 

Getting help on-screen.51 











Hints and tips about Instant Payroll... 


Every screen in the program has a help button at the top right-hand corner. Click this for 
an overview of how to use the screen 


An Introduction to Instant Payroll 


What can Instant Payroll do? 

Instant Payroll enables you to pay the people who work for you quickly, easily and accurately. 
Once you’ve set up records for your employees and specified what you want to pay them and 
when, Instant Payroll does the rest. 

Set up Employee Records 

Before you can pay an employee using Instant Payroll, you have to create an employee record. 
Enter the employee’s personal details such as name, start date and their payroll information 
such as National Insurance number, National Insurance category and Tax Code. When you have 
entered the basic information you can then add additional details to the employee record, such 
as their address, telephone number and bank details. 

For further information about setting up employee records, see Transferring employee 
information across to Instant Payroll on page 76 and Entering information about new employees 
on page 86. 

Set up Payment Information 

Instant Payroll lets you set up your own payment types to suit your business, for example, basic 
pay and overtime. There are no restrictions on what you call your payments. You can choose to 
pay your employees by cash or cheque or you can pay money directly into their bank account 
using BACS payments via the e-Banking facility. 

For further information about adding different types of payments, see the section Check and 
change employee pay on page 115. 

Print Payslips Quickly 

With the Print Payslips option you can produce and print your employees’ payslips quickly and 
easily. Once you have checked your pay date, your employees’ pay, and any processing reports 
click Print employee payslips to print payslips for all of your employees. You can also print 
individual employee payslips using the Print this Payslip option on the Maintain Employees’ 
Pay screen. 

For more information about printing payslips, see the section Printing Payslips on page 127. 

Record Holiday and Absence 

Enter details of an employee’s holiday and link these back to your employer diary. You can enter 
all holiday taken or booked and get an up-to-date figure for days remaining. Details of any 
absence like doctors appointments or emergency leave can also be stored in the diary. For more 
information about using the diary, see the section Using the employer diary on page 68. 
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If any of your employees are away from work sick, record this absence and let Instant Payroll 
calculate Statutory Sick Pay entitlement and amounts. 

Calculate Statutory Payments 

If any of your employees are entitled to statutory payments such as paternity or maternity pay, 
enter the relevant information and Instant Payroll automatically shows the amount they are 
entitled to on their payslip. 

For more help with entering sick pay see the section What happens when employees are sick? 
on page 143. More information about statutory payments can be found in Chapter 9, What 
happens if employees take time off to have children? 

Process Leavers 

When an employee leaves your company you can be assured that when you mark them as a 
leaver, the information you need to provide them with an accurate P45 is produced for you. Click 
Employee > Make an employee a leaver. To produce the paperwork you need for a leaver, 
click Print P45 and P11 . More information about processing leavers can be found in Chapter 
10, What happens when an employee leaves? 

View and Print Reports 

Each area in Instant Payroll contains relevant reports. For example, to print out a list of your 
employees, click Employee > Print employee reports. The range of reports include statutory 
reports such as the PI 4/60 form, as well as non-statutory reports such as a processing 
summary. You can also view and print your P32 reports showing all the payments due for the 
employer and the details of the amounts due to Revenue & Customs. To print out your P32 
reports, click Employer > Print employer reports. 

Successfully complete a Payroll Year End 

As an employer there are certain procedures that must be completed at the end of the tax year. 
Instant Payroll’s Year End option makes this process easy by taking you through it step-by-step. 
Use the Payroll Year End option to balance your payments to Revenue & Customs, print your 
year end reports, submit your end of year returns to Revenue & Customs electronically and 
complete the payroll year end. More information about the payroll year end can be found in 
Chapter 13, Running a Payroll Year End. 
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What’s new in Sage Instant Payroll version 11? 

Your new Sage Instant Payroll program provides you with all the options you need to keep 
complete payroll records for your employees. The following changes have been made: 

Creating payments and deductions that are not subject to PAYE or 
Nl contributions 

Your new version of Sage Instant Payroll allows you to set up payments and deductions so they 
are not subject to Tax or Nl contributions. For more information, see the section Check and 
change employee pay on page 115. 

Printing employee personal and year to date information 

You can now print your employee’s personal and year to date tax information by clicking the 
print option at the at the bottom of the relevant screen. When you click print you are given the 
choice of printing all your employee’s information or only the details for the selected employee. 

For more information see Chapter 6, Entering Employee Details. 

Changing the PAYE bandwidths, NIC bandwidths, Statutory Payment 
and Student Loan rates 

If Government legislation changes you can now update the bandwidths and rates in your 
program to ensure that your payroll continues to be calculated using the correct legislation. 

Important: You should only change this information if Government legislation changes, or you 
are advised to do so by Sage. 

You can also view and print a report showing all your current legislation settings. 

For more information, see the section Checking your Legislation Settings on page 58. 

Improvements when posting to your accounts software 

You can associate the departments set up in Instant Payroll with a specific nominal code, for 
the purpose of analysis and reporting. When you view or print the posting report, the 
department specified will be shown with the posted information. 

For more information, see the section Linking to Sage Accounts on page 135. 
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Links to the Revenue & Customs website 

Your new Sage Instant program contains links to the Revenue & Customs website. These links 
provide you with legislative information relating to Statutory Payments. When you click the 
Revenue & Customs Guidance button, on the appropriate Statutory Payment Details screen, 
the Revenue & Customs web page opens. 

Important: The content of the website is maintained by Revenue & Customs. Sage is not 
responsible for the accuracy of the information provided by Revenue & Customs. 

For more information, open your Sage Instant Payroll help system and enter the relevant 
statutory payment in the in the search box, for example Statutory Sick Pay Details. Highlight the 
appropriate statutory payment details help topic from the list and click Display. 
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How do I use Instant Payroll? 

The aim of Instant Payroll is to be quick and easy to use. It incorporates a simple design with 
key tasks to help you process your payroll as quickly as possible. The following sections tell you 
how to use Instant Payroll. 


What can I see on screen? 


If you have just started Instant Payroll you are looking at the Pay Employees screen. This is 
because the Pay Employees area of the program is the one that you will use the most. The 
options on this screen ensure that you complete the tasks required to process your employees’ 
pay. All of the options have explanatory text to help you decide which one to use. 

Important: If this is the first time you have run Instant Payroll, the options on the Pay Employees 
screen will not be available until you have created employee records. Click the warning box at 
the top of the screen to move to the Employee area. You can then either use the Add a new 
starter option or, alternatively, to enter the details of your existing employees and their year to 
date figures, click Employee > Add an existing employee. For more information on creating 
employees, see Chapter 6, Entering Employee Details. 



For more 
information on this 
screen, click the 
help button 


When you have created your employees, click one of the options to move to the relevant screen 
in the Pay Employees area. 

For example: 

Click Check pay date, the Check Pay Date screen appears. 
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There are some elements of the Instant Payroll screen that you can see all the time. These are 
detailed in the following sections. 


Main Program Areas 




Click these to move between the main 
areas of Instant Payroll. 

Note: The active area of the program is highlighted in white. If you click Employee, that 
becomes the active area. For example: 
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When you click an option, it becomes 
part of the active area of the screen. 
This helps you to know where you are 
in Instant Payroll. 



To learn more about the areas of Instant Payroll, see the section Areas of Instant Payroll on page 
44. 

Back, Forward and Home Buttons 


© ® ® 

back forward home 


UP'Sage Instant Payroll 

JTJXI 

® ® ® 
back forward home 

Instant Payroll ScIQB 


^Employees What do you want to do? 


0 


Pay Employees 


Use the Back and Forward buttons to 
move between screens you’ve 
visited. To go back to the start, click 
Home. 






Check pay date! 

You have not yet set your pay date, 
You must use this option to change the 
date before you can pay your 
employees. 


Maintain employees' pay 

Use this option if you want to viev 
adjust an employee's pav before 




Print payroll processing reports 

View and print your payroll reports to 
check your figures are correct before 
printing your employee payslips. 




Finish payroll 

Use this option to complete your payroll 
for this period. 


Use the following optional functions 
when you have finished your payroll. 




Make BACS payments via 
e-Banking 

Use BACS to pay your employees 
electronically via e-Banking. 




Print payroll reports 

Use this option to view or print summary 
reports, up to and including the last 
finished payroll. 



Print employee payslips 

View and print all employees payslips 
for this period. 




Post to accounts or file 
Transfer your payroll information to your 
accounts software or save it in a file. 


Sage Instant Payroll 


k. 


■4 
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Help Button 


help@ 


Use the Help button to get help about 
the screen you are on. 



42 



















An Introduction to Instant Payroll 


Status Bar 



When you start using Instant Payroll, your next Pay Date and Current Tax Period are always shown in the 
status bar at the bottom of the screen. 
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Areas of Instant Payroll 

There are five main areas of Instant Payroll. Use the options on the left side of the Instant Payroll 
screen to move between them. The following sections describe, briefly, what each area 
contains. 

Important: If this is the first time you have run Instant Payroll, the options on the Pay Employees 
screen will only be available when you have created employee records. For more information on 
creating employees, see Chapter 6, Entering Employee Details. 

When should I use the Pay Employees Options? 

The Pay Employees options will be those that you use most. These are the options that you 
need to use to complete your regular payroll processing. 



For more 
information on this 
screen, click the 
help button 


If you pay your employees using different payment times, for example weekly and monthly, click 
Select employees to pay. You can then select the group of employees you want to pay. 

If you need to check what you are paying your employees is correct, or to make changes to 
your employees’ salary, click Maintain employees’ pay. View and print processing and 
updated payroll reports to check your payroll figures. If you want to pay your employees 
electronically via the e-banking option, click Make BACS payments via e-banking. 

If you want to post information to accounts or save the information to a file for future use, use 

the Post to accounts or file option. 
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When should I use the Employee Options? 

The Employee options allow you to create and maintain employee records. 



For more 
information on this 
screen, click the 
help button 


Use the Employee options to check employees’ payment and deduction information for the year 
to date, and to view and print employee reports. If you need to remove unused employee 
records, or process paperwork for those leaving your employment, Instant Payroll provides you 
with easy to use options to do just that. 
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When should I use the Employer Options? 

Use the Employer options to set up and maintain your company records. 



For more 
information on 
this screen, click 
the help button 


You can use the employer diary to enter details of employee holidays and other absences. If you 
want to save time and pay what you owe to Revenue & Customs electronically, the Pay Revenue 
& Customs option provides you with the ability to link with your bank software and make the 
payment. 
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When should I use the Payroll Year End Option? 

You only need to use this area of the program at the tax year ending 5th April. 



For more 
information on this 
screen, click the 
help button 


To help you complete the Payroll Year End, the options are numbered in the order that you 
should use them. Using these options you can balance your payments, print your year end 
reports and clear your year to date values from the program ready for you to start processing 
your payroll in the new tax year. 
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When do I use the Tools Options? 

The Tools area provides access to options which are not necessarily central to your regular 
payroll routine. 



For more 
information on this 
screen, click the 
help button 


For example, if you want to transfer the values paid to your employees directly to a Sage 
Accounts package, set this up using the Accounts Link option. You will only need to do this 
before you first start using the link, or if your accounts program setup changes. Important tools 
such as the backup procedure can be found here. When you’ve finished your payroll, use this 
option to store a backup copy of your payroll information on disk. 
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Moving through employee records 

Instant Payroll allows you quick and easy access to employee information. Click Employee > 
Maintain existing employees. Click an employee’s name to move to their record. 



Entering information 

Entering information into any of the areas of Instant Payroll is easy. The following sections 
explain how you can add information to an employee’s record. 


Entering Text and Numbers 

Using your mouse, click the field where you want to enter the information. For example, the 
Address field. 


Forenames 
Last Name 
Address 

Postcode 
Telephone 
Email address 

Gender 


15 Amber Close 


| Male 

3 

| Single 

3 


To move to another field, 
click it using your mouse 
or use the Tab key on your 
keyboard 


Type the employee’s address into the field. 
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Choosing from a Drop-Down List 


To save you time, if there are a set number of choices, we have included them in drop-down 
lists. Use your mouse to select an item from that list. For example, if your employee’s marital 
status is Married, click the Marital Status list and highlight Married. 


Telephone 
Email address 
Gender 
Marital Status 


Close Exis 


Female 


Married 


Singl 


Divorced 

Widowed 


Use your mouse to 
highlight the correct 
option 


Using the Calendar 


Wherever you can enter a date in Instant Payroll, you can also select the date from the 
on-screen calendar. For example, if you know that an employee started on the first Monday of 
the month but can’t remember the exact date, click the Calendar button and select the correct 
date from there. Alternatively, if you know the exact date you can type directly into the field. 


NI Number 

NI Category 

Manual NI 

YT |l23456 [B* @ 

[a _fej • 

r 


Start Date 

06/10/1989 x 


|!?1|T| 06 October 1989 [7] [»] 






1 2 3 4 5 6 7 

Save [ 


8 9 10 11 12 13 14 


age Instant Payrc 

15 1G 17 18 19 20 21 



29 30 31 1 2 3 4 



Use your mouse to select 
the correct date 


Selecting Options and Check Boxes 

There are places in Instant Payroll where you have to make a choice between either one setting 
or another, for example, choosing to post your payroll data to file or to Sage accounts. You 
make the choice by selecting the correct option button. 



If you can select more than one item from list, to allow you to make your selection, Instant Payroll 
has check boxes. For example, to set what days your employee normally works, select the 
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correct days of the week. When you have selected a check box a tick appears. To clear this 
tick, click it again with your mouse. 

Thursday [✓ When you've clicked a 

check box, a tick appears 

Friday 1^ 

Saturday V 

Using this guide 

Each chapter of this User Guide contains details about a specific area of the program, including 
step-by-step procedures on many areas of Instant Payroll. We’ve provided relevant questions 
and answers at the end of each section to give you brief solutions to many of your queries. 

To help you find information in each chapter, there is a table of contents of the main sections 
contained within them. Use these as an alternative to the Table of Contents at the start of this 
guide. 

Where appropriate we have given hints and tips about the areas of the program to make using 
Instant Payroll even easier. 


Getting help on-screen 


Sage Instant Payroll provides you with two kinds of help on-screen. Some information on screen 
has a question mark alongside it. Click the question mark for a brief explanation of the field. 


' p: Sage Instant Payroll 


JaJ_ll 

® ® ® 
back foiwaid home 

Instant Payroll 


\^Existing Employees >> 

Personal Details 

help ® — H 


I ^ Paxment I V c 

mk Detai|s mk c 


oSPS Abs 
® Det 




Forenames 

duEH 

m 

Director Status 

| Non-Director 

Last Name 

Baxter 

m 

Department 

l^i 3 

Address 

1 Harperly Avenue 


P46 Statement 

|w« 3 




Tax Code 

|489L (@) 

Postcode 



Week 1/Month 

r 

Telephone 



NI Number 

|YY |l02030 |d (g 

Email address 



NI Category 

|a ▼ | W 

Gender 

Female 


Manual NI 

r 

Marital Status 

Single 


Start Date 

|08/11/2004 jJ 

Date of Birth 

23/09/1970 jJ 





6S" 


0 - 


r pay date is set to : Thursday - 05/05/2005 Tax Period : Week : 5 Month : 1 Year : 2005/2006 



For more detailed help about the screen you are looking at click the help question mark at the 
top of the screen. These help pages also give you access to more questions and answers about 
the areas of Instant Payroll. 
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Chapter 5 

Entering Employer Details 


Company information such as your 
company name and your PAYE reference 
number appear on employer reports. 
When you first start using Instant Payroll 
you are asked to enter this information. If 
you want to add more details about your 
company, such as your company bank 
details and departments, you should do 
so before you start to enter your 
employees’ information. 

The following sections take you through 
entering employer information. 


In this chapter: 


How do I view or change my employer 
details?.56 

How do I enter details of my company 
bank account?.57 

How do I enter details of my company 


departments?.57 

Checking your Legislation Settings ....58 
Recording pension scheme details ....60 

How do I record details of pension 
schemes?.60 

How do I record employee pension 
contributions?.62 

How do I record employer pension 
contributions?.64 

Using electronic banking to pay Revenue 
& Customs.65 

How do I enter my company bank 
account information?.65 

How do I set up e-Banking?.65 

How do I Pay Revenue & Customs 
Electronically?.65 

What if I want to pay Revenue & 
Customs for a previous year?.67 

How do I record my employees’ 
holidays?.68 

How do I change absence that I have 
recorded in the diary?.70 

Using the employer diary.68 


















Hints and tips about employer details... 


If you want to use electronic banking, you must enter your company’s bank account 
details. Make sure you have the correct bank account name, account number and your 
bank sort code before you enter the information into Instant Payroll. 





Entering Employer Details 


What employer information do I need to enter? 

To save you time when you first start using Instant Payroll, you are asked for your company 
name and your Employer PAYE Reference. You can find your PAYE Reference on your yellow 
PAYE paying-in book. 

r-i 

Instant Payroll Employer Details 


G 


Please complete your mandatory employer details: 
Name 
Address 


| Sage (UK) Ltd 


North Park 

Newcastle-upon-Tyne 


Postcode 

Employer PAYE 
Reference 


|NE13 9AA 

|465 |4341057A @ 


O Close Employer Details 
screen and exit program 


Confirm details 





L 

Sage Instant Payroll 



This information is saved and stored in the Employer Details area. You can add more detail later 
using the Maintain Employer Details option, as this chapter illustrates. 

Compulsory employer information is shown in blue on the Employer Details screen. 

Important: You can amend compulsory information but you should not remove it. Without these 
details you cannot save your employer record. 
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How do I view or change my employer details? 

1. Click Employer > Maintain employer details. 



Your company name, address, Tax Office number and PAYE reference are completed with 
the information you entered when you first started to use Instant Payroll. 

2. Add details of your Tax Office Name, Account Reference and Employer’s Contracted Out 
Number (ECON), if you know them. 

3. If you qualify for small employer relief, click the Small Employer’s relief check box. For 
further information, click help at the top of the screen to open the Instant Payroll help 
system. Click the Questions button at the bottom of the Help window. Click the link How 

do I know if I qualify for Small Employer's Relief? 

4. Choose the Tax Office that you pay National Insurance and PAYE to, from the drop-down 
list. 

5. Click Save details, then click Close Employer Details screen. 


Help 


For more information, click help at the top of the screen. 


56 



























Entering Employer Details 


How do I enter details of my company bank account? 

1. Click Employer > Maintain employer details. 

2. Click Bank Details. 

3. Enter your bank branch information, including their name, address, telephone and fax 
numbers and e-mail address, if you know it. 

4. Choose either Bank Account or Building Society Account from the Account Type list. 

5. Complete the remainder of your bank account information, then click Save details. 

6. Click Close Employer Details screen. 

How do I enter details of my company departments? 

If your company uses departments, enter them into Instant Payroll using the Maintain employer 
details option. You can enter up to five departments. 

1. Click Employer > Maintain employer details. 

2. Click Departments. 

3. Enter your department names in the boxes provided, then click Save details. 

4. Click Close Employer Details screen. 
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Checking your Legislation Settings 

Your Sage Instant Payroll program contains all the current legislation settings that are required 
to ensure your payroll is calculated correctly for the current tax year. If Revenue & Customs 
make any changes to the legislation, for example within the Chancellor’s budget, you can use 
the Legislation option on the Tools tab, to ensure your payroll continues to be calculated 
correctly. 

How do I check or change my Legislation settings? 

Note: Revenue & Customs specifies the legislation information shown. You should not 
change this information unless Government legislation changes, or you are advised to do 
so by Sage. 

1. Click Tools > Legislation. 



More help: Click the Help question mark on screen for further information on each of the 
options. 

2. Click the option for the information you want to check or change. For example, Maintain 
tax bands. 

The appropriate legislation screen appears. In this case, the Maintain Tax Bands screen. 
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3. If you have made any changes, click Confirm changes and then click Close Maintain Tax 
Bands screen. 

4. Repeat the process for any of the legislation information you want to change. 

5. When you have finished, click Close Legislation screen. 

Your Next Step... 

Once you have completed the employer information, you can start to put in details of your 
employees. For more detailed help with what to enter and what options to use, see Chapter 6, 
Entering Employee Details. 
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Recording pension scheme details 

If your employees contribute to pension schemes via their payroll, you can set up details of the 
schemes using the Add a new pension scheme option. You can use up to 10 different pension 
schemes. 

There are three types of information for each pension scheme record. These are: 

■ Scheme Details, such as reference and pension type. 

■ Employee Contribution information. 

■ Employer Contribution information. 

You should complete the details which are applicable to the schemes you use. 

Note: You cannot save a scheme without entering a unique reference and a description for the 
scheme. Ensure you have this information before you start entering your pension information. 

How do I record details of pension schemes? 

1. Click Employer > Add a new pension scheme. 



2. You must enter the reference you want to use, and a description, for the scheme you are 
entering. This must be unique to each scheme. You cannot save the scheme details 
without it. 

3. Complete the rest of the scheme details, including choosing the type of pension scheme 
from the Type drop down list. 
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4. Enter details of the pension provider in the Administrator Details area of the screen. 

5. Click Save details and add scheme. 

You can now enter details of the employee and employer contributions to the scheme. For 
further information, see the section Recording pension contribution information on page 
62. 

6. When you have completed your scheme information, click Close Add a New Pension 
Scheme screen. 


For more information, click the question marks rO 
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Recording pension contribution information 

There are two types of pension contribution - those made by employees and those made by 
employers. Enter this information for each scheme by opening the scheme record and clicking 
Employee Contribution or Employer Contribution. 

How do I know what contribution information to enter? 

To make sure that the contributions are set up correctly for each scheme, you should check the 
scheme details with the provider. Use the following list to help you enter the information. 

■ Are scheme contributions a percentage or a fixed amount? 

■ Are Statutory payments, such as SSP or SMP to be included in the pension calculation? 

■ If the pension contributions are percentage contributions are they calculated on all 
elements of gross pay or just certain payments? 

■ If the pension contributions are a percentage, are they to be restricted by National 
Insurance or any other specific limits? 

■ Are the pension contributions subject to the NIC rebate or COMPS (Contracted Out Money 
Purchase Scheme)? 

■ Do you want to have the rebate for COMPS amount added to your fixed or percentage 
contribution or do you just want the rebate figure only? 

■ Is your pension amount subject to tax relief? 

Once you have all the information you need, you can enter it in Instant Payroll. 

How do I record employee pension contributions? 

1. Click Employer > Add a new pension scheme. 

2. Click Employee Contribution. 
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' P Sage Instant Payroll 


® ® ® Instant Payroll 

back forward home J 

saps 

— — 

J Add a New Pension Scheme >> Employee Contribution 

he| p® 11 


k Scheme 
j Details 




Employee 

Contribution 


aS 


Contribution Details 


Contribution Method [j ^jiyO-MOi 

Contribution Value £ | Q,QQ ai| 

© Apply to all Pensionable Earnings 
O Restrict to Statutory N,I. Upper/Lower Bands 
O Restrict to Specific Upper/Lower Bands 


Lower | 0.00 jJ Upper | 0.00 

Minimum Contribution (Period) | 0.00 ail 

Maximum Contribution (Annual) | 0,00 ni | 


Employer 

Contribution 


Calculate Minimum Rebate 
Include Rebate and Amount 
Include SSP Payments 
Include SMP Payments 
Include SAP Payments 
Include SPP Payments 
Deduct Before Tax 


□ ® 

□ <§> 
□ 

□ 

□ 

□ 

□ © 


Close Add a New Pension 

Scheme screen 

Save details and 
\3 add scheme 

Your pay date is set to : Thursday - 05/05/2005 

Tax Period : Week : 5 Month : 1 Year : 2005/2006 


For more information, click the question marks 


3. Select the type of contributions for the scheme - percentage or a fixed amount. 

4. Complete the remainder of the contribution information. 

5. Select the appropriate settings options from the Settings list. 

6. Click Save details and add scheme and then click Close Add a New Pension Scheme 
screen. 
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How do I record employer pension contributions? 

1. Click Employer > Add new pension scheme. 

2. Click Employer Contribution. 



For more information, click the question marks 


3. Select the type of contributions for the scheme - percentage or a fixed amount. 

4. Complete the remainder of the contribution information. 

5. Select the appropriate settings options from the Settings list. 

6. Click Save details and add scheme and then click Close Add a New Pension Scheme 
screen. 


Your next step... 

When you have set up your pension schemes, they are available to assign to your employees. 
For more information about how to do this, refer to the section Entering employee deduction 
details on page 94. 
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Using electronic banking to pay Revenue & Customs 

If you want to pay Revenue & Customs the National Insurance and PAYE that you owe them, 
electronically from your company bank account, you can do it all using Instant Payroll and 
electronic banking. You must do the following: 

■ Check you have the appropriate software from your bank installed. 

■ Enter your bank account information. 

■ Set up the e-Banking system. 

■ Use the Pay Revenue & Customs option to check and process your payment details and 
dates. 

The sections below explain how to complete these tasks. 

Note: Check what you owe to Revenue & Customs by viewing the P32 report. 

You can only use this option to pay what you owe for completed pay periods. 

How do I enter my company bank account information? 

Click Employer > Maintain employer details and then click Bank Details. Complete your 
bank branch name and address. Choose the correct bank Account Type from the drop-down 
list. Enter your company Building Society Roll Number (if applicable), Account Name, Sort 
Code and Account Number. Click Save details and then click Close Employer Details 
screen. 

For an overview of the Employer Bank Details screen click the help button, help (^) 

How do I set up e-Banking? 

Click Tools > Set up e-Banking. You must register e-Banking with Sage before you can go any 
further. Click Register e-Banking and enter your trial e-Banking Serial Number and Activation 
Key. You can find these on the despatch note that accompanied your Instant Payroll program. 
Click Confirm details. A confirmation message appears. Click Enter details now. Enter the 
payment information needed by your bank’s software. Click Confirm changes. Click Close 
BACS Payment Details screen. 

For more information about setting up and using e-Banking, see the section Registering 
e-Banking and entering the required BACS payment details on page 192. 

How do I Pay Revenue & Customs Electronically? 

Make sure you have completed the following tasks before you follow this procedure: 

■ Check you have the appropriate software from your bank installed. 

■ Enter details of your company bank account. 

■ Set up the e-Banking system. 

■ Set up and pay your employees. 
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1. Click Employer > Pay Revenue & Customs. 



If you want to see details of 
other payments that you have 
made to Revenue & Customs, 
click this button 


For more information, click the question marks O 


2. To confirm that you are paying Revenue & Customs for the current tax year answer No to 
the question Is this a payment in arrears? 

You can pay Revenue & Customs for a previous period in a previous tax year. If you want 
to do this click Yes. For more information, refer to the section What if I want to pay Revenue 
& Customs for a previous year? on page 67. 

3. Check the Tax year shown is the correct one. Instant Payroll automatically sets this to the 
current tax year. 

4. Choose which tax months you are paying for. 

For example, to pay what you owe in April, choose Tax Month From 1 and Tax Month To 
1. If you want to pay what you owe for April, May and June, choose Tax Month From 1 and 
Tax Month To 3. 
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Instant Payroll calculates the amount of PAYE tax and National Insurance that you owe for 
the period of time you specified. However, if you are paying for the current tax year, you 
can change these values. 

Please note: If the amount you owe is zero, or if you are entitled to a refund, you will not 
be able to pay Revenue & Customs electronically. 

5. Click Next step. 

The next screen shows you a summary of your bank account information, and the amounts 
you are paying. Check the information on this screen is correct. 

6. When you’ve checked the payment information, click Make Payment. 

A confirmation message appears asking you if you want to print the payment details. 

7. To print the payment, click Yes. The report preview window appears. Click Print Report, 
then click OK. Click Close Reports. 

8. If you do not want to print the report, but continue with the procedure, click No. 

9. Depending on the set up of your banking software you may be asked to confirm your 
payment information. Click OK. Select the location for your payment file and then click 

Save. 

What if I want to pay Revenue & Customs for a previous year? 

You can pay what you owe to Revenue & Customs for a period in a previous tax year. Click 
Employer > Pay Revenue & Customs. Answer Yes to the question Is this a payment in 
arrears? 


Note: When you select Yes, 
the Tax year and tax month 
No Yes information disappears from 

r (f @ the screen 

Enter the amount of PAYE and National Insurance due, then click Next Step. Please note: If 
the amount you owe is zero, or if you are entitled to a refund, you will not be able to proceed. 

Check the information is correct and then click Make Payment. A confirmation message 
appears asking you if you want to print the payment details. To print the payment, click Yes. The 
report preview window appears. Click Print Report, then click OK. Click Close Reports. 

If you do not want to print the report, but continue with the procedure, click No. 

Although you only need to make a single payment when paying in arrears, Revenue & Customs 
needs to know the amount you are paying to satisfy PAYE due and the amount you are paying 
to satisfy National Insurance due. 



Is this a payment 
in arrears? 
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Using the employer diary 

Please note: You cannot use the employer diary until you have set up an employee record. 

Use the Employer Diary to record employee absence. Instant Payroll uses this information to 
calculate sick pay. It also uses this information along with the number of days holiday entitlement 
you have entered for each employee, and calculates the amount of holiday they have remaining. 
The following section illustrates how to record holiday absence for an employee. 

How do I record my employees’ holidays? 

1. Click Employer > Maintain Employer Diary > Add new absence. 

2. Click the down arrow and use the list provided to select the name of the absent employee. 

3. Enter the Absence Type of Holiday. 

4. Enter your employee’s holiday dates in the From Date and To Date fields. You can use the 
Calendar button to help you enter dates. 

Use the am/pm fields to indicate half day absences. For example, if an employee is absent 
in the morning only, you would record am in both am/pm fields. 

Note: When you enter holiday, you should take care to only enter dates on which your 
employee would normally work. For example, if your employee works only Monday - Wed 
and each week they take four days holiday, you should record holiday for Monday, Tuesday, 
Wednesday and the following Monday. 



Employee Name Absence Type From Date am/pm To Date am/pm 

|Emma Baxter ^ |Holiday ^ |l0/09/2005 jQ |arn ^ |l0/09/2005 jQ |pm 

Comments: 
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Tip: To move quickly to the date you want, enter the date you require in the Go to: field 
below the diary. The corresponding box on the diary display changes to blue. 

5. You can record additional information about the absence in the Comment field. 

6. Click Save and close absence. 

Your employee’s holiday appears below the diary. 


1 Pf Sage Instant Payroll 


® ® ® 
back forward home 

Instant Payroll SclCJ& 

H Employer Diary 

help(g) 

TIP: Click on a day to view absences, then dick on 'modify' tc 

i view or change absence details 


| ^ | [T] Saturday 10 September 2005 [►] | ►► | 




T h 


Nil 

Aug 





Sep 

Oct 





y^i|TWr|r|^l»i|THT|rNN»|THT| r IJ^I"|THr|r|s|s|M|T 


Emma Baxter 


| ,| y | Go to today Go t0 . [10/09/2005 ^ 

Absence Type am/pm Comments 

Holiday all day 


m Add new absence 

Close Employer Diary screen 


Your pay date is set to : Tuesday - 05/04/2005 Tax Period : Week 53 Month : 12 ' 


The number of 
employees 
absent is 
reflected in the 
number 

displayed on the 
diary 


Name Absence Type am/pm Comments 

Emma Baxter Holiday all day modify 


7. Click Close Employer Diary screen. 
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Changing absence information 

If you have entered absence information and you need to change it later, you can amend it using 
the Employer Diary. For example, if an employee books and then cancels holiday, you can 
remove it. 

How do I change absence that I have recorded in the diary? 

1. Click Employer > Maintain Employer Diary. 

2. Go to the relevant date in the diary. Either enter the date in the Go to: field below the diary, 
or click the date box in the diary display. 

Absence records for the date you selected appear below the diary display. 

3. Select the employee you require and click modify. 



Name Absence Type am/pm Comments 

Emma Baxter Holiday all day modify 


4. To change dates you have entered, highlight the date you want to change and enter the 
correct one. 

Employee Name Absence Type From Date am/pm To Date am/pm 

(Emma Baxter ^ (Holiday ^ (10/09/2004 jQ (am ^ (10/09/2004 jQ (pm ^ 

The change is reflected in the diary display. 

5. If you want to remove an absence completely, click Delete absence. 

6. Click Save and close absence. 

7. Click Close Employer Diary screen. 
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Producing Absence Reports 

If you want to see a record of your employees’ absence, Instant Payroll provides you with two 
absence reports; Absence by employee and Absence by date. To view and print either of these 
reports, click Maintain employer diary and then click the type of report you want to produce. 
Enter the date range required and click Preview Report. To print the report, click Print Report 
and then click OK. Click Close Reports > Close Employer Diary screen. 


Entering Historical Absence 


If you have transferred payroll information from a manual system, and you want to enter details 
of holidays your employees have already taken in the current calendar year, you can enter those 
absences in Instant Payroll. To do this, click Employer > Maintain Employer Diary > Add new 
absence. In the Employee Name column, click the down arrow and use the list provided to 
select the appropriate employee. Enter the Absence Type of Holiday, and enter the dates your 
employee was absent in the From Date and To Date fields. 

If you want to record time taken off sick from a previous system, you can enter this as well. This 
will mean that entitlement to SSP will take this absence into account. Click Employee > 
Maintain existing employees > Absence Details. In the Previous Sickness area of the 
screen, enter the dates the sickness started and ended and the number of weeks they were off 
sick. If they were entitled to SSP for this sickness, click the Entitlement Established check box. 
Enter the number of waiting days they served. Remember: SSP is not payable for the first three 
qualifying days of the period of sickness, these are called Waiting Days. For more information 
on SSP, see Chapter 8, What happens when employees are sick? 


Tmunmm 



Absence Start 

|21/04/2005 jjJ 


Absence End 

|2 8/04/20 05 jj 


Weeks in PIW 

1.000 ,,j | 

<§> 

Entitlement Established 

R 

m 

Waiting Days Served 

F 1 

m 


The Weeks in PIW doesn't have to be a 
whole number. For example, if an 
employee works Monday to Friday, and 
has been off sick for seven consecutive 
work days, enter 1.4. 
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Questions about Employer Details...? 

Q Where do I find my Tax Office Number/PAYE Ref.? 

A You can find this on your official notification from Revenue & Customs. If you have any queries 
about this information, contact your local Tax Office. 

Q Do I have to enter my company bank account information? 

A No. You only need to enter this information if you want to use e-Banking to pay your 
employees, or Revenue & Customs. 

Q My company doesn’t have departments. Do I have to use departments in Instant Payroll? 

A No. It’s entirely up to you. 

Q Can I change the employer information that I’ve entered? 

A Yes. You can change details at any time. However, if there is a change to your Tax Office 
Number or PAYE Reference, then you should seek advice from Revenue & Customs, as this 
could have an effect on your tax year end reporting. 

Q How can I check what NIC and PAYE I owe to Revenue & Customs? 

A You can check this information by viewing or printing an Employer’s Costs report. Click 
Employer > Print employer reports. Click the name of the report you want to view. 

Q My business closes for a week each year. Can I record this in the diary? 

A Yes. You can add absence details for all of your employees. Select All employees from the 
Employee Name drop-down list and complete the absence type and the corresponding 
dates. To help you distinguish this absence you can add a note in the Comments field. 

Q An employee has cancelled their holiday and I’ve already entered it in the diary. How do I 
remove it? 

A Click Employer > Maintain employer diary. Select the date the holiday was taken. Click 
modify next to the employee’s absence, below the diary. Click Delete absence, click Yes 
to continue, then click Close Employer Diary screen. 
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Chapter 6 

Entering Employee Details 


Before you can start using Sage Instant 

Payroll, you must enter your employees’ 

details. Use the Employees option to: 

■ Enter your employees’ personal, 
payments, deductions and absence 
information. 

■ Keep track of your employees’ 
payment information for the tax year 
to date. 

■ Delete unused employee records. 

■ Enter the details of those employees 
who leave your employment. 

■ Print employee reports. 


In this chapter: 


Which Employee option do I use?.75 

Transferring employee information 
across to Instant Payroll.76 

Transferring figures from paper P11 
Deductions Working Sheets.79 

Entering information about new 
employees.86 

Working with net and gross pay.89 

Changing or viewing employee 
information.92 

Entering employee deduction details..94 

Entering Attachment of Earnings.96 

Entering holiday information.99 

Setting up employee records for 
company directors.101 

Which director status should I use? .102 

Marking employees as leavers.106 

Deleting employee records.107 















Hints and tips about employee details... 

Before setting up an employee, make sure that you have the following details: 

■ Forenames 

■ Last name 

■ Gender 

■ Start Date 

■ Tax Code 

■ Nl Number. You cannot save an employee’s details without a valid Nl number. 

■ Nl Category 

■ Payment method and frequency 

These details must be entered before you can save the employee. 

Use your paper P11 Deductions Working Sheets to ensure you have accurate payment 
details for employees who are already working for you. 
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Which Employee option do I use? 

Use the flow chart below to help you choose the right Employees option. 


Is this a new employee? 


Yes 

No 


If you have been paying employees using 
another system and you are now moving their 
information to Instant Payroll, you should use the 
Add an existing employee option. This means 
that you can enter their personal details as well 
as information about what you have paid your 
employees so far this year. See the section, 
Transferring employee information across to 
Instant Payroll on page 76. 


If an employee has just started working for you 
and you are yet to pay them, use the Add a new 
starter option. Enter the employee’s personal 
information and figures from their P45 form. See 
the section, How do I add a new starter? on page 
86 . 


What information do I need to enter? 

All the compulsory information needed to calculate the correct pay, tax and National Insurance 
contributions for your employees is marked in blue on the screen. This means that you can enter 
these details as soon as you start using Instant Payroll, and choose to add other information, 
such as the employee’s holiday entitlement, when it is convenient for you. 
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Transferring employee information across to Instant Payroll 

If you have already been paying employees using another system, you will already have 
personal, payroll and payment information to transfer to Instant Payroll. Have all of this 
information to hand when you start entering your employee details. The Add an existing 
employee option enables you to enter all of this information in one place. 

How do I enter my existing employees’ details? 

1. Click Employee > Add an existing employee. 



2. Enter the compulsory information, shown in blue on the screen. You must enter these 
details correctly to ensure that your employee’s pay, tax and National Insurance is 
calculated correctly. 

You cannot save your employee’s record without this information. 

3. Use the Payroll Details area of the screen to set up how much and how often you want to 
pay your employee, and the method you want to use to pay them. 

Please note: You can change the amount you want to pay your employee using the Pay 

Employees > Maintain employees’ pay option. 

For example, if you want to pay your employee every two weeks using BACS transfer to 
their bank choose Two Weeks and BACS from the drop-down lists. 
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I want to pay this employee |~~ 

I want to pay this employee every 
I want to pay this employee using 


Q-QQ «l| per |two Weeks 

Itwo Weeks ~*\ 


BACS 



Cash 

Ichequ 


(* Gross C Net @ 


For more information, click the question marks 


4. To enter your employee’s pay, tax and National Insurance information for the year to date, 
click P11 Figures. 

Note: If you are entering your existing employees’ details at the start of the tax year, you 
do not need to enter year to date figures. 

You can find this information on your employee’s paper P11 Deductions Working Sheets. 
You must enter these figures before you start to pay your employees to ensure that your 
employee’s pay is correctly calculated. 


5. To save your employee details and create an employee record, click Save details and 
create employee. 

The following confirmation message appears. 



6. Click Close Message. 

Repeat the steps 2 to 6 for all of your existing employees’ information. 

7. Click Close Add an Existing Employee screen. You are taken back to the Employees 
What do you want to do? screen. 
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Entering P45 Information 

If a new starter does not provide you with a P45 until after they have started working for you, 
you can still enter the information from the P45 form into Instant Payroll. 

How do I enter P45 figures in an existing employee record? 

1. Click Employee > Maintain year to date information. 

In the Previous Employment (P45) area of the screen, enter the figures from your 
employee’s P45 form. 



2. Click Save details. 

3. Click Close Year to Date screen. 

Remember: You will also need to check that you have the correct tax code for your 
employee. Click Employee > Maintain existing employees and check the tax code that 
is shown. If an employee had been assigned a tax code on a week 1/month 1 basis, this 
may need to be changed after you receive their P45 information. Remove the tick from the 
Week 1 /Month 1 check box as soon as it no longer applies. If you have any queries about 
an employee's tax code, please contact Revenue & Customs. 
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Transferring figures from paper P11 Deductions Working 
Sheets 

If you have been paying employees using another payroll system during this tax year, you will 
have payment details for them for the tax year to date. In order for Instant Payroll to calculate 
their tax and National Insurance correctly you need to enter these figures and check that they 
have been entered correctly, before you start to pay people. You will find the information you 
require on your Deductions Working Sheet P11. 

The year to date information in Instant Payroll is separated into the following areas: 

■ Tax 

■ National Insurance 

■ Payments, such as sick pay. 

■ Deductions, such as attachments and pension payments. 

How do I view or change year to date figures for an employee? 

1. Click Employee > Maintain year to date information. 

The first screen shows information for tax year to date. 


up' Sage Instant Payroll 


® ® ® 
back forward home 

Instant Payroll Sags 

P Year to Date >> Tax 

help(g) 'll 


5b 1 


NIC 


Payments Deductio 


This Employment 

Total Gross Pay 


nployment (P45) 


Gross Pay for Tax 
Gross Pay for NIC 
Tax Paid 


r 


6000.00 U 

6000.00 ifll 


6000.00 iiTl 

550.00 ni| 

Tax Refund Withheld 

r 


Total Pay to Date 
Total Tax to Date 
PAYE Reference 


oTQ 


°jD 


|445 / 6223511 


Current Tax Year 
Previous Tax Year 

Close Year to Date 


r 


0.00 ni| 

0.00 id | 


Tax Code at Leaving Date 
Week 1 / Month 1 


(06/01/2005 H 

|474L 

r 




Print Year to Date details 


Your pay date i: 


Tuesday - 05/04/2005 


Tax Period : Week : 53 Month : 12 Yeai 


When you add an employee to Instant Payroll their 
name appears on the right of the screen. 

Click a name to move between employees. 


Emma 

Baxter 

Chloe 

Ward 
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2. Click the name of the employee you require. If an employee has worked for you in this tax 
year, the payment information needs to be entered in the This Employment area. 

Note: If a new employee has just given you a form P45, you can enter the figures from that 
in the Previous Employment (P45) area. In Total Pay to Date, enter the amount of Total 
Gross Pay showing on the P45 form. In Total Tax to Date, enter the amount of tax paid by 
the employee as shown on the P45. 

Tip: You can print your employees year to date tax information by clicking Print Year to 
Date details at the bottom of the screen. Click Yes to print the information for all of your 
employees, or No to print the information for the currently selected employee only. The 
report appears for you to print. To adjust the layout before printing, click Page Setup and 
make your adjustments. Click OK. Click Print Report, then click OK. Click Close Reports. 
More help: If you’re not sure what figures to enter where, see the section Tax Year to Date 
figures explained on page 83 

3. If you want to check or change National Insurance Contribution details, click NIC. 



The information on this screen corresponds with the information shown on a P11 
Deductions Working Sheet. If you are transferring figures from a manual system or 
checking figures you have entered, check the employee’s P11 Deductions Working Sheet 
to ensure what you have entered is correct. 

More help: If you’re not sure where to enter your figures, see the section NIC Year to Date 
figures explained on page 83. 

4. To update payment figures for the year to date, click Payments. 
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For more information, click the question marks (,© 


More help: If you’re not sure what figures to enter where, see the section Payments Year 
to Date figures explained on page 84. 

5. To view and record the amount of deductions, such as pension contributions and 
attachment of earnings, click Deductions. 
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All of the year to date information for your employees will be updated each time they are 
paid. The figures here will be taken into account when the totals are calculated, ensuring 
that your employees’ pay is always accurate. 

More help: If you’re not sure what figures to enter where, see the section Deductions Year 
to Date figures explained on page 85. 

If you have employees with attachments, you should set up details of the attachment and 
then enter year to date information. For details of how to set up attachments, please refer 
to the section Where do I enter an employee’s attachments? on page 96. 

6. Click Save details. 

7. Click Close Year to Date screen. 
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Tax Year to Date figures explained 

If you are unsure what figures to enter in the tax year to date sections, use the following 

information to help you. 

■ If an employee who has worked for you in this tax year, the payment information needs to 
be entered in the This Employment section of the screen. 

■ Total Gross Pay, is the total of all payments you have made to the employee in this 
employment, in this tax year, regardless of whether the payments were subject to tax and 
National Insurance. 

■ The Gross Pay for Tax figure is the total of column 3 on the P11 Deduction Card. This is 
the total of all payments made to the employee that were subject to tax this tax year. You 
should not include any payments made that were not taxable. 

■ The Gross Pay for NIC figure is the total of all payments made to the employee that were 
subject to National Insurance. 

■ In Tax Paid, enter the amount of tax the employee has paid in the current tax year. This 
figure is the total of column 6 of the P11 Deduction Card. 

■ In the Tax Refund Withheld section, enter the total amount of any tax refund, for the 
current or previous tax year, that has not been paid to the employee because they have 
been involved in a trade dispute. 

■ In Total Pay to Date, enter the amount of Total Gross Pay shown on the P45 form. 

■ In Total Tax to Date, enter the amount of tax paid by the employee, as shown on their P45. 

NIC Year to Date figures explained 

If you are unsure what figures to enter in the NIC year to date sections, use the following 

information to help you. 

■ In the Earnings Details section, enter the figures in the first three boxes that correspond 
to columns 1 a, 1 b and 1 c on the P11 Deduction Card. 

■ In the Contribution Details section, enter the figures that correspond with the totals of 
columns 1 d and 1 e on the P11 Deduction Card. 

■ In the Rebates section, enter the amounts of employee’s and employer’s NIC rebate in the 
appropriate Current Employment fields. An NIC rebate may occur if the employee’s Nl 
category is contracted out, for example D, F, L or S. 
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Payments Year to Date figures explained 

If you are unsure what figures to enter in the Payments year to date sections, use the following 
information to help you. 

■ In Total Net Pay, enter the amount of net pay this employee has received this tax year. 

■ In the Statutory Sick Pay section, enter the total amount of SSP paid to the employee, 
and the number of weeks the employee has been off sick this tax year. Please note that 
the number of weeks does not have to be whole weeks. For example, if an employee 
works Monday to Friday, and has been off sick for seven consecutive work days, enter 1.4 

Any Statutory Sick Pay paid to the employee is shown in Column If of the Deductions 
Working Sheet Pf 1 (NIC). 

■ In the Statutory Paternity Pay section, enter the total amount of SPP paid to the 
employee, and the number of weeks the employee was paid either SPP or SPP(A). You 
should also enter the amount reclaimed from Revenue & Customs, and any NIC 
compensation received. 

Any Statutory Paternity Pay paid to the employee is shown in Column 1 h of the Deductions 
Working Sheet Pf 1 (NIC). 

■ In the Statutory Adoption Pay section, enter the total amount paid, and the number of 
weeks the employee has been on adoption leave. You should also enter any SAP reclaimed 
from Revenue & Customs, and any NIC compensation received. 

Any Statutory Adoption Pay paid to the employee is shown in Column 1 i of the Deductions 
Working Sheet P11 (NIC). 

■ The Statutory Maternity Pay section relates to female employees only. Enter the amount 
of SMP paid, the number of weeks paid and any amount reclaimed and NIC compensation 
received. 

Any Statutory Maternity Pay paid to the employee is shown in Column 1 g of the 
Deductions Working Sheet P11 (NIC). 
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Deductions Year to Date figures explained 

If you are unsure what figures to enter in the Deductions year to date sections, use the following 
information to help you. 

The Deductions area of the screen includes pension and student loan information. If the 
employee and employer have made any pension contributions in the current tax year, type 
them into the corresponding fields. The total of these contributions is calculated and appears 
automatically. If the employee has been making student loan payments, enter the amount they 
have made so far this tax year. Any student loan deductions are shown in Column 1j of the 
Deductions Working Sheet P11 (NIC). 

In the Attachments section enter the information for each attachment your employee has. 

■ In the Value To Date field enter how much of the outstanding attachment has been paid, 
including any payments from previous tax years. 

■ Enter the total amount of an attachment that an employee has paid in the current tax year 
in the Value YTD field. 

■ In the Attachment C/F field enter any attachment deductions which are still owed but have 
not yet been collected. 

■ Enter any protected earnings that have been carried forward in the Protected Earns 
C/F field. 

■ Enter any fees you have charged the employee to administer their attachments in the 

Admin Fee To Date field. 

A report is available in Instant Payroll showing your employee year to date deduction 
figures. To view the report, click Employee > Maintain year to date information. Click 
Deductions. Click Print Year to Date at the bottom on the screen. Click Yes to view the 
information for all of your employees, or No to print the information for the currently 
selected employee only. The report preview window appears. To view the year to date 
attachment of earnings figures, click Employee Attachments of Earnings YTD’s. 

Directors Year to Date figures 

For information about directors year to date figures, see the section Directors Year to Date 
figures on page 85. 
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Entering information about new employees 


If you take on new staff use the Add a new starter option to create an employee record in Instant 
Payroll. Enter their personal details, figures from their P45 form, and specify how you want to 
pay them. 

Note: If your new starter hasn’t given you a P45 form, your employee will probably need to 
complete a form P46. The tax code you use will depend upon the boxes the employee has 
ticked on the P46. For more help with these codes, see the section Questions about Employee 
Records on page 108. 


How do I add a new starter? 

1. Click Employee > Add a new starter. 


jjfjAdd a New Starter 


help (j 


TIP: Further employee information can be entered in "Maintain existing employees". 


Personal Details 


G33EBE 


Forenames 
Last Name 
Gender 
Start Date 
NI Number 
NI Category 


g) Employee has form (• (p45i C P46 


Laing 
nale 

07/07/2003 IQ 


Previous PAYE Ref 
Date Left Previous 
Employment 


|l02030 | B g) 

3 ® 


I — 

Tax Code at Leaving |489L 
Total pay to date 
Total tax to date 
Deduct Student Loan [no 


'/f 


Wkl/Mthir © 

Tool] © 


Tool] 

3 




I want to pay this employee | 

0.00 per [Year 

▼J g (• Gross C Net 

I want to pay this employee every 

(Month 

U ® 

I want to pay this employee using 

jcheque 



Close Add a New 

Starter screen 

Save details and 

XM add starter 

Your pay date is set to : Tuesday - 05/04/2005 

Tax Period : Week : 53 Month : 12 Year : 2004/2005 


2. Compulsory information is shown in blue on the screen. You must enter this information to 
be able to save your new starter’s employee record. 


For more information, click the question marks (© 


3. In the Employment Details area of the screen, enter the information from the new starter’s 
P45form. The P45form includes information about their tax code, pay to date and tax paid 
to date. To enable their tax to be calculated correctly from the start of their employment 
with you, enter these figures in the Employment Details section of the screen. 
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If the employee doesn’t have a P45, transfer the information from their P46 form. For 
details on how to enter information from a P46, see the section Entering P46 Information 
on page 88. 

Note: You can still enter P45 information after an employee has started working for you. 
For details on how to enter information from a P45 after you have created an employee 
record, see the section How do I enter P45 figures in an existing employee record? on 
page 78. 

4. In the Payroll Details section of the screen, set up how often you pay your employee, and 
which method of payment you use. 

For example, if you want to pay your employee every two weeks using BACS transfer to 
their bank choose Two Weeks and BACS from the drop-down lists. 


I want to pay this employee 

0.00 jii | per J Week w \ 

(@) Gross T Net ®j) 

I want to pay this employee every 

|Two Weeks 

<§> 

I want to pay this employee using 

|cash ’’I 



fill. . 

|cheque 

1 


5. Choose whether the amount you want to pay this employee is gross or net. For details on 
net and gross pay, see the section Working with net and gross pay on page 89. 

6. When you have completed your employee’s details, click Save details and add starter. 
The following confirmation message appears. 



Repeat the steps above for all of your new starters. 

7. Click Close Add a New Starter screen. 

You are returned to the Employees What do you want to do? screen. 
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Entering P46 Information 

When a person starts work for you, they should provide you with a P45 form. However, if they 
do not have a P45, they should complete a form P46. Use this to complete the Personal Details 
section of their record in Maintain Existing Employees. 

Select the statement the 
employee has ticked on 
the P46 


The appropriate tax code appears 
in the Tax Code box 


New starters with no Nl number 

From the 2004/2005 Tax Year, temporary Nl numbers (consisting of a TN prefix, followed by the 
employee’s date of birth and either M or F to indicate male or female) were no longer accepted 
by Revenue & Customs. If you do not know the Nl number for a new starter, you must contact 
your local Tax Office, as soon as possible, to find out the correct number. 

If you have upgraded your Sage Payroll, and have any existing employees with a temporary Nl 
number, the TN prefix will be removed when upgrading and a warning message will be 
displayed when accessing their employee record(s). 


Statements ticked 

Tax Code |503L 1 Wkl/Mthl I” (g) 


Employee has form 
Statements ticked 

Tax Code 

Total pay to date 
Total tax to date 
Deduct Student Loan 


r P45 P46 



m 
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Working with net and gross pay 

When you enter an employee’s details you can specify the amount of pay an employee is to 
receive. You can set this amount to be the employee’s net pay or the employee’s gross pay. 

■ Net pay is the amount the employee receives after tax and Nl are deducted. In other words, 
the employee’s take-home pay. 

■ Gross pay is the amount the employee is paid before tax and Nl are deducted. 


Calculating Net to Gross Pay 


If you know the exact amount you want your employee’s net pay to be, choose Net. For 
example, if your employee is to receive £250 per week, you should enter the following details in 
the Payroll Details area of the screen. 


<j-mni.LW-.iiu 


I want to pay this employee 
I want to pay this employee eve 
I want to pay this employee usin 




per | Week 


~E1 

| Week ~T] 

|Cheque 


Gross (* Net 


Enter 250 in the first 
box 


Make sure you have 
selected Net 


Instant Payroll works out what tax and National Insurance are due on this amount. Your 
employee’s payslip shows the net pay you have specified; £250 take-home pay per week; and 
the amount of gross pay that this works out to be. This is also shown on the Maintain 
Employees’ Pay screen. 

When you click Save Details a confirmation message appears. You have chosen to pay this 
employee an exact net amount, therefore any additional payments that have been created will 
be removed. If you are sure you want to pay the employee a net amount, click Yes. 
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For example: 


Maintain Employees' Pay 


TIP: Remove a payment or deduction's descriptio 
Gross Salary 


Statutory 
Statutory Paternity Pay 
Statutory Paternity Pay (Adopt) 


| Total Payments 


Don't pay this employee V ( 
On Trade Dispute ( 


Your pay date is set to : Sunday - 30/04/ !006 


o delete it from the payslip. 

PAYE Tax 
National Insurance 
Click to add deduction.. 


268.8 i~| | Total Deductior 


Kai en Laing 


Hannah 

Brannagh 

Charlotte 


0.00 

0.00 

0.00 


-* Pay in \ __ Print this 
E-S advance payslip 


Tax Period : Week : 4 Month : 1 Year : 2006/2007 


1 Payments 

Amount 1 

|Gross Salary 

268.86 


The correct tax and Nl are 
deducted from the 
calculated gross salary to 
provide your employee with 
the net pay you specified 


Net Pay: 250.00 


If you have chosen to use gross pay you cannot change the amount shown on the employee’s 
payslip and you cannot change the description of Gross Salary. If you want to change the 
employee’s salary you can do so using the Maintain existing employees option. 


Calculating Gross to Net Pay 

If you know what your employee’s pay is before tax and National Insurance is deducted, choose 
Gross. For example, if you know that your employee is to receive £12,000 a year, enter the 
following details in the Payroll Details area of the screen. Instant Payroll works out how much 
your employee will receive each pay period. 





In this example the employee has been set to receive a monthly salary directly to their bank 
using the BACS system. 
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Instant Payroll works out the employee’s tax and National Insurance, and their Net pay each 
month. For example: 



The amount of gross 
yearly salary you entered 
is divided into monthly 
amounts and is shown as 
the employee’s Salary 
payment 


Changing salary amounts 

If you have hourly paid employees who work a different number of hours, their pay can differ 
from week to week. You can change the amount they receive by calculating and entering the 
correct total figure on the Maintain Employees’ Pay screen. For more information, see the 
section Check and change employee pay on page 115. 
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Changing or viewing employee information 

If you need to check or change employee personal, payment or absence information, use the 
Maintain existing employees option. If you want to check or change year to date figures, use 
the Maintain year to date information option. 

The following sections explain how to add or change information for your employees, using 
these options. 

How do I enter or change an employee’s personal details? 

1. Click Employee > Maintain existing employees. 

The Current employee screen appears showing the first employee’s personal details. 



When you add an employee to Instant Payroll their 
name appears on the right of the screen. 

Click a name to select an employee record. 


Emma 

Baxter 

Chloe 

Ward 


2. Click the name of the employee whose details you want to enter or amend. 

All the information you have entered previously for this employee is shown. 

3. Enter or view the employee’s personal information. 

Remember: You can change, but you cannot remove, compulsory information, such as 
an employee’s name, or tax code. Compulsory information is shown in blue on the screen. 
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Tip: You can print your employees personal details by clicking Print details at the bottom 
of the screen. Click Yes to print the information for all of your employees, or No to print the 
information for the currently selected employee only. The report appears for you to print. 
To adjust the layout before printing, click Page Setup and make your adjustments. Click 
OK. Click Print Report, then click OK. Click Close Reports. 

4. If you made any changes, click Save details, then click Close Existing Employees 
screen. 

How do I enter or change an employee’s bank details? 

If you have chosen to pay your employee using the BACS system, it’s essential that you enter 
their bank or building society account details. If these details change you must make sure that 
you change them in Instant Payroll to ensure that your employee receives their pay correctly. 

Click Employee > Maintain existing employees > Payment Details. Complete the Account 
Details section. Click Save details, then click Close Existing Employees screen. 

Check that you 
have the correct 
sort code and bank 
account number 
before you save the 
record 


Account Details 


Account Type |Bank Account 
B/soc Roll Number 


Account Name [~ 

Sort Code |00-00-00 
Account Number) 

BACS Reference) 


How can I see what employees have been paid so far this tax year? 

Once you start paying employees, Instant Payroll stores details of what they have been paid, 
what tax and National Insurance was taken from their pay, and details of other payments such 
as student loans. 

If you want to check your employee’s tax, National Insurance and other payment information for 
the year to date, click Employee > Maintain year to date information. Employee tax 
information is shown on the first screen. To see National Insurance to date, click NIC. To view 
payment information, such as total net pay and statutory payments, click Payments. To view 
deduction information, such as pension payments and student loan payments to date, click 
Deductions. For more details about what these screens include, see the section How do I view 
or change year to date figures for an employee? on page 79. 


For more information, click the question marks 
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Entering employee deduction details 

Instant Payroll enables you to deduct the following from your employees’ pay. 

■ Pension contributions. See the following section. 

■ Student loan payments. See How do I enter details of a student loan? on page 94. 

■ Attachment of earnings. See Where do I enter an employee’s attachments? on page 96. 

Enter the information in their employee record and the correct amounts will be deducted each 
time you pay them. 


How do I select the correct pension scheme for my employee? 

Click Employee > Maintain existing employees. Click Deduction Details. Click the down 
arrow and choose the correct scheme from the list. Click Save details. 


r 


|[J Existing Employees >> Deduction Details 

m ^ ^ 




Details 


Student Loan Details 


I want to deduct pension contributions using Start 


scheme: 

None 

End 


None 

Priority 



Protected 


|T7 3 

|T7 3 

I 3 ® 

| 0,00jJ @ 


You can select from 
pensions you have set up 
using Employer > Add a 
new pension scheme 


For information about how to set up a pension scheme, see the section How do I record details 
of pension schemes? on page 60. 


How do I enter details of a student loan? 

If your employee has to make student loan payments, you should record the date the payments 
start, the priority the loan payment has, and the amount of any protected earnings, if applicable. 
Click Employee > Maintain existing employees. Click Deduction Details. Complete the 
information in the Student Loan Details area of the screen. Click Save details. 
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Start 

End 

Priority 

Protected 


|01/01/2005 jj 

frr —g 

I *3 

I O.OOjJ 


If an employee does not have 
any Attachments, the Priority 
and Protected fields are not 
applicable and are disabled 


When your employee’s loan is repaid, enter the end date. You can find this on Form SL2 which 
you will receive from Revenue & Customs. Deductions from your employee’s pay will stop 
automatically. 


For more information, click the question marks ([) 
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Entering Attachment of Earnings 

If you are instructed to deduct attachment of earnings from your employees’ pay, you can 
record the information in their employee record. Once you have completed this information, you 
can check and enter the correct amount of deduction when you pay them. 

Where do I enter an employee’s attachments? 

1. Click Employee > Maintain existing employees. 

2. Click Deduction Details. 



Attachment Detail 





Click here to add a 
new attachment 


Use Tables for CCAEO, CTAEO, Earning Arrestments and Fines Enforcement 


r ® 


For more information, click the question marks dft 


3. To add a new attachment, click in the Attachment Name column. 

4. Click the drop-down list to the right of the column and choose the relevant attachment from 
the list, then click Select. 

5. Complete the details of the attachment of earnings in the remaining columns. For further 
details on the types of attachments, see the section What type of attachments can an 
employee have? on page 98. 
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Tip: You can print your employee deduction details by clicking Print details at the bottom 
of the screen. Click Yes to print the information for all of your employees, or No to print the 
information for the currently selected employee only. The report appears for you to print. 
To adjust the layout before printing, click Page Setup and make your adjustments. Click 
OK. Click Print Report, then click OK. Click Close Reports. 

6. Click Save details. 
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What type of attachments can an employee have? 

The following are common attachment of earnings. 


Type of Attachment 

Description 

1971 Priority 

This refers to any court order that has been made a priority order, 
for example, non payment of TV licence or a road traffic fine. 

1971 Non-Prty 

Any court order that has been made a non-priority order, for 
example, money owed for work done, or an unpaid credit card 
debt. 

CAO 

A conjoined arrestment order. A Scottish order covering a 
combination of more than one order, for example, an earnings 
arrest and a current maintenance arrestment. 

Child Support 

A deduction to cover child support after parental separation. 

CMA 

A current maintenance arrestment. A Scottish order covering 
maintenance after a marriage separation or divorce. 

CTAEO 

A current council tax order. 

DEO 

Scottish child support order. 

Earnings Arrest 

An earnings arrestment order, a Scottish order covering civil debts 
and fines. 

Earnings Arrest (2006) 

An earnings arrestment order, a Scottish order covering 
bankruptcy and diligence. 

IDSN 

An Income Support Deduction Notice. For the recovery of income 
support when an employee is involved in a trade dispute. 

Pre 92 CCAEO 

A deduction to recover missing community charge payments 
pre-April 1992 (poll tax). 

Post 92 CCAEO 

A deduction to recover missing community charge payments 
post-April 1992 (council tax). 


Details of employee attachments are provided by the court. All you need to do is transfer this 
information to your employee’s record. 
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Entering holiday information 

Instant Payroll enables you to record how many days holiday your employees are given each 
year. You can add holiday entitlement information to an employee’s record once you have saved 
their record. Use the Employee > Maintain existing employees option. 

Where do I enter an employee’s holiday entitlement? 

1. Click Employee > Maintain existing employees and then click Absence Details. 



2. Enter the number of days holiday your employee is entitled to this holiday year. 

When you record any days holiday an employee takes on the Employer's Diary, the Days 
Taken and Days Remaining fields are calculated automatically. 
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3. Select the days of the week the employee normally works. This is their working pattern. If 
your employee has more than one pattern, change the number in the Weeks in Pattern 
field and the number of weeks is reflected in the lists below. 

Changing the number 

Weeks in Pattern E i J ® - here, changes the 

.-. _ weeks shown below 

Pattern Start [24/04/2005 jTj g) 

Which days does this employee work? ® 


Mon 

17 

r 

Tue 

17 

r 

Wed 

17 

r 

Thur 

r 

17 

Fri 

r 

r? 

Sat 

r 

17 

Sun 

r 

17 


Tip: You can print your employees absence details by clicking Print details at the bottom 
of the screen. Click Yes to print the information for all of your employees, or No to print the 
information for the currently selected employee only. The report appears for you to print. 
To adjust the layout before printing, click Page Setup and make your adjustments. Click 
OK. Click Print Report, then click OK. Click Close Reports. 

4. Click Save details. 

5. Click Close Existing Employees screen. 

When an employee takes a holiday, record this in the Instant Payroll Employer Diary. The 
program deducts this from their yearly entitlement and shows how many days an employee has 
left in their record. For more detailed information about the Employer Diary see the section Using 
the employer diary on page 68. 
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Setting up employee records for company directors 

You can use Instant Payroll to process salary payments for directors in the same way as you do 
for your employees. The following section shows you how to set up a record for an existing 
director, using the Add an existing employee option. If you want to change an employee’s status 
from Non-Director to Director, refer to the next section Changing an employee to a Company 
Director on page 102. 

How do I set up a director’s employee record? 

1. Click Employee > Add an existing employee. 

2. Complete the compulsory personal and payroll information. This is shown in blue on the 
screen. You cannot save the director’s record without it. 

3. To mark the employee record as a director’s record, choose the correct status from the 
Director Status drop-down list. 



Start Date 

19/09/2003 jij 


Director Status 

Non-Director T 

§ 

■MW 




Director (Table Method) ^ 

“1 


Please note: There is specific Government legislation regarding director’s National 
Insurance contributions. To ensure that the director’s Nl contributions are correctly 
calculated you must select the appropriate director status from the drop-down list. If you 
have any queries about directors, please contact your local Tax Office. 
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4. Click P11 Figures and enter the year to date payment information for the director. 

Use their paper P11 Deductions Working Sheets to ensure this information is correct. 

5. Click Save details and create employee. 

A confirmation message appears telling you how many empty employee records you have 
left. 

6. Click Close message. 

7. Click Close Add an Existing Employee screen. 

Changing an employee to a Company Director 

Instant Payroll enables you to change an employee’s status to a director as soon as their status 
changes. Click Maintain existing employees and select Director or Director (Table Method) 
from the Director Status list. 

Which director status should I use? 

There are two ways that a company director can choose to pay National Insurance 
contributions, and these are reflected in the following Director Status choices in Instant Payroll. 

■ Director 

For this type of director National Insurance is calculated on a yearly basis and not on a 
weekly or monthly basis as it is with other employees. NICs are calculated using the exact 
percentage method. 

■ Director Table Method) 

Directors can elect to pay Nl contributions each time they are paid, in the same way as 
other employees. To allow them to do this, select Director (Table Method). At the payroll 
year end, or if a director leaves part way through a tax year, the Nl contributions will be 
recalculated to make sure that their contributions are correct. 

The Revenue & Customs booklet National Insurance for Company Directors provides more 
detail about director’s National Insurance. 

If you set up a director with the status of Director, you cannot change to Director (Table Method) 
until you have finished your year end, and have not finished a pay run in the next tax year. 
However, if you set up a director with the status of Director (Table Method), you can change the 
status to Director at any time throughout the year. If you are not sure which method to use, 
please refer to the director's Deductions Working Sheet P11 and the following chart to help you. 

Please note: The following chart is for guidance only. If you are unsure which type of director 
you are setting up, please contact your local Tax Office. 
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Which Director Status should I use? 


For Month 1 or Week 1, is there an Nl contribution 
amount in the Employee's contributions payable 
on earnings in 1c column? 

Yes No 


The Nl is not deducted until the Pay to Date 
exceeds the Earnings Threshold, therefore the 
director's NIC is calculated using the exact 
percentage method. You should select Director 
from the Director Status list. 


The director's NIC is calculated using the NIC 
tables and you should select Director (Table 
Method) from the Director Status list. 


Changing a Director’s Status 

In most cases, you cannot change the status of a director once they have been paid using that 
status. For example, you cannot change a director to an employee, or a Director to Director 
(Table Method). You must wait until you have completed a payroll year end and not yet paid the 
director in the new tax year, before you make the change. 

If a director resigns during the tax year you should mark them as a leaver in the usual way. If the 
director was paying Nl using the Table Method, you must select the Director’s final pay check 
box, on the Maintain Employees’ Pay screen, when you process their final salary. 

Important: If you have set up a director to use the exact percentage method, legislation states 
that you cannot change them to a table method director once they have been paid using the 
percentage method, so you must ensure that you have chosen the correct status. 
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Changing a Director’s Nl Category 

If directors do one of the following it may mean a change to their Nl category: 

■ They reach retirement age. 

■ They revoke or lose their right to pay reduced rate NICs. 

■ They leave, or join, the company’s contracted-out occupational pension scheme. 

■ They take out an Appropriate Personal Pension. 

Important: You can only change a director’s Nl category once during a tax year. 

If a director’s National Insurance category changes you can apply this change to their record 
immediately. Click Maintain existing employees and select the new category from the Nl 
Category list. 

Important: If you do change a director's Nl category within the tax year, you will not be able to 
change any of their year to date National Insurance information. 

If you change a director’s Nl category from A to D or F, or from any category to A, you will be 
asked to check whether the director has an Appropriate Personal Pension (APP). This is 
because one of the reasons a director’s category can change in this way is that they have taken 
out an APP. This has an effect on the priority of the director’s contracted-out and not 
contracted-out earnings. 

More questions about directors? 

If you have any more questions about directors, click Maintain existing employees and then 
click the help button at the top of the screen. Click the link to Questions about Directors. If 
you have any specific queries, please contact your local Tax Office. 
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Checking Year to Date Information for a Company Director 

When you create a director’s record in Instant Payroll you can keep track of their payments and 
deductions for the year to date by clicking Maintain year to date information. As the rules for 
paying National Insurance are different for directors, Instant Payroll displays a director’s Nl 
details separately. To view this information click Director’s Previous NIC. 



Note: You can amend the Director Start Date on this screen. This date may not necessarily be 
the date the employee joined the company. 

Tip: You can print your employees director’s previous NIC details by clicking Print Year to Date 
details at the bottom of the screen. Click Yes to print the information for all of your employees, 
or No to print the information for the currently selected employee only. The report appears for 
you to print. To adjust the layout before printing, click Page Setup and make your adjustments. 
Click OK. Click Print Report, then click OK. Click Close Reports. 


105 






























Sage Instant Payroll User Guide 


Marking employees as leavers 

If an employee leaves your company mark them as a leaver by using the steps in the following 
section. Remember: Before you mark an employee as a leaver, you should ensure that you 
have finished their final payroll. 

How do I mark an employee as a leaver? 

1. Click Employee > Make an employee a leaver. 

2. Click the name of the relevant employee. 

3. Enter the date they left your employment. 

4. Print their P45 report and P11. 

5. Click Save details. 

6. Click Close Make Employee a Leaver screen. 

Viewing the employee records of leavers 

Once an employee has been marked as a leaver, you must use the View leaver details option 
to see their record. To view a leavers record, click Employee > View leaver details. 

More Information about leavers... 

For more detailed information about what to do when an employee leaves your company, refer 
to Chapter 10, What happens when an employee leaves?, later in this guide. 
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Deleting employee records 

If you have created an employee record in error, you can remove it from Instant Payroll using the 
Remove an employee record option. Once you’ve removed an unwanted record you are free to 
add details of another employee. 

Important: You can only remove records of employees who you have never paid using Instant 
Payroll. If you have used Instant Payroll to pay every employee you have set up, a message 
appears to tell you that you cannot use the Remove an employee record option. 

How do I remove unused employee records? 

1. Click Employee > Remove an employee record. 



2. Click the Remove box alongside the employee whose record you want to remove. 

Current employees are listed on the left and those employees who have left your 
employment are listed on the right. 

3. Click Save details. 

A confirmation message appears. This lists all the names of all the employees you’ve 
chosen to remove. If you’re sure you want to remove the records, click Yes. 
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Questions about Employee Records 

Q What do I do if a new employee doesn’t have a P45 when they start working for me? 

A You and your employee should complete a P46 form. The statements which an employee 
ticks on this form have a direct effect on the tax code used for them, as follows: 


Statement Corresponding Tax Code 

Statement A ticked use current emergency tax code 

Statement B ticked use current emergency tax code and select Week 1/Month 1 

Statement C ticked BR (Basic Rate) 

Statement D is also ticked if an employee has an outstanding student loan 


Q Where do I find the correct P11 figures for my existing employees? 

A Use your paper P11 Deductions Working Sheets to find the correct information to enter and 
transfer these into Instant Payroll. 

Q I pay my employees directly into their bank. Where do I enter their bank account information? 

A Use the Maintain existing employees option. Click Employee > Maintain existing 
employees. Click Payment details. Complete the Account Details section. 

Q A new employee has given me their P45 form. Where do I enter this information? 

A If a new employee gives you a P45, use the Add a new starter option. Enter the information 
from their P45 into the Employment Details section of the screen. Make sure you also enter 
the other compulsory information, such as their name, tax code and National Insurance 
number. All compulsory information is indicated in blue on the screen. 

Q I know how much take-home pay I want my employees to receive each week. Can I enter 
this in Instant Payroll and let the program work out the Tax and National Insurance due? 

A Yes. For a new starter, click Employee > Add a new starter. In the Payroll Details area of 
the screen, type the amount you want to pay your employee in the I want to pay this 
employee box. Choose Week from the per drop-down list, then select Net. For an existing 
employee, click Employee > Maintain existing employees > Payment Details. In the 
Payroll Details area of the screen, type the amount you want to pay your employee in the I 
want to pay this employee box. Choose Week from the per drop-down list, then select 
Net. 
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Chapter 7 

Paying People 


The most crucial part of running a payroll 
is paying people. 

Instant Payroll makes paying your 
employees quick and easy from the start. 
The following chapter explains each step 
you need to take to ensure your 
employees are paid correctly and on time. 


In this chapter: 


Paying People Process.111 

Check Pay Date.112 

Selecting employees to be paid.113 

Check and change employee pay.... 115 

Pay Frequencies.119 

Deducting Student Loans.120 

Deducting Student Loans.120 

Deducting Attachments.122 

Checking pension contributions.124 

Advancing an employee’s salary.125 

Printing Payslips.127 

Payroll Processing Reports.129 

Finishing a payroll run.130 

Additional Payroll Reports.132 

Linking to Sage Accounts.135 

Saving payroll payments information to 
file.137 

Posting payroll information to your 
accounts.138 




















Hints and tips about paying people... 


Before you pay your employees for the first time using Instant Payroll, take a little time to 
check that you have entered their information correctly. This will save you time later, 
should you spot a mistake. 

Check that you have entered anyone’s sickness, maternity and paternity absence 
correctly. If an employee is entitled to receive any statutory payments this will be reflected 
in the pay that they receive. For more information about checking this information, see the 
sections What happens when employees are sick? on page 117 and What happens when 
employees take maternity leave? on page 117. 

If you don’t want to pay an employee for a particular period, for example, if they are 
employed on a casual basis and have not worked for you during the current pay period, 
click the Don’t pay this employee check box on the Maintain employees’ pay screen. 






Paying People 


Paying People Process 

Use this flow chart to guide you through paying your employees. 


Check or change pay date 


Check or change the pay date. Instant Payroll 
works out when your next Pay Day is due. If you 
want to check this date or change it, see How do I 
check or change my pay date? on page 112. 


Select employees to pay 


If you pay employees using different pay 
frequencies, for example weekly and monthly 
paid, select who you are paying. See How do I 
select employees to be paid? on page 114. 


Enter pay details 


Enter your employee’s normal payments and 
deductions for the current pay period. See How 
do I check or change my employees ' pay details ? 
on page 115. 


Check reports and print payslips 


Before printing your payslips, check the 
processing reports to make sure your figures are 
correct. See How do I view and print my payroll 
processing reports? on page 129. 

You can then print individual payslips, or batches, 
if you have entered payments for all your 
employees. See How do I print a payslip for a 
single employee? on page 127 and How do I print 
payslips for all employees? on page 128. 


Depending on the 
employee’s circumstances, 
you can enter the following 
pay details: 

• Statutory Payments 

• Student Loan details 

• Attachment details 

• Pension contributions 


Finishing your payroll 


Complete your payroll, update your P11 s with the 
payments made this period and print your 
updated payroll reports. See How do I complete 
my payroll? on page 130, and How do I view and 
print my additional payroll reports? on page 132. 
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Check Pay Date 

When Instant Payroll is first used, the pay date is blank. You can easily set the date by using the 
Check Pay Date option. When you have processed the first payroll the pay date is set 
automatically to the date you next pay employee(s). 

For example, if you have just finished paying monthly employee(s) on 25th September, the next 
pay date will be set to 25th of October. 

Each time you finish a pay period, the Pay Date will be set to the date you next pay employee(s). 

Important: You should only change the pay date if you are sure the date that has been set 
automatically for you is not correct. Changing the pay date can affect your employees’ tax and 
National Insurance payments. 


How do I check or change my pay date? 

1. Click Pay Employees > Check pay date. 



2. Check the date that Instant Payroll has calculated as your next pay date. If you disagree 
with this date, enter a new date in this field. 

The tax period the entered date corresponds to, is shown alongside the Pay Date. 

3. Click Save pay date. 

4. Click Close Check Pay Date screen. 
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Selecting employees to be paid 

If you pay your employees at different intervals, for example some people are paid each week 
and some are paid each month, and they are all due to be paid on the same day, Instant Payroll 
allows you to process them separately using the Select Employees to Pay option. Select who 
you want to include when you next process your payroll by following the steps in the next 
section. This option is only available if you pay people at different intervals. 

If you pay all of your employees at the same time, for example, every week, and don’t want to 
pay an employee, select the Don’t pay this employee option, from the Maintain employees’ 

pay screen. For example, if an employee works on a casual basis and has not worked for you 
this week, you can exclude them until the next time they work for you. 


Maintain Employees' Pay 


help ( 


TIP: Remove a payment or deduction's description to delete it from the payslip. 

Hannah 
Brannagh 

Karen 
Laing 


Payments 

Amount 


Deductions 

Amount 

Salary 

500.00^Hi 

PAYE Tax 

11.20 

Click to add payment... 



National Insurance 

44.38 




Click to add deduction... 

























Statutory Maternity Pay 

0,00 




Statutory Adoption Pay 

0.00 



Statutory Paternity Pay 

0,00 

Student Loan 

0.00 

Statutory Paternity Pay (Adopt) 

0,00 

Attachments (inc Admin Fee) 

0.00 

Statutory Sick Pav 

0.00 

Pension 

0.00 

Total Payments 

500.00 

z 

Total Deductions 

55.58 


Week 4:30/04/2006 


Hannah Brannagh 


Net Pay: 


Don't pay this employee ["” 
On Trade Dispute 

© Close Maintain 

Employees' Pay screer 


- Pay in Print this 

advance payslip 


Your pay date is set to : 


Sunday - 30/04/2006 


Tax Period : Week : 4 Month : 1 Year : 2006/2007 


Remember to remove the tick the 


Don't pay this employee I - 


next time you want to include the 
employee in your payroll 
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How do I select employees to be paid? 

1. Click Pay Employees > Select employees to pay. 

The options available on the Select employees to pay screen will vary depending on the 
pay frequencies that you are using. The example screen below shows what you would see 
if you have chosen to pay some employees each week and some employees every month. 



Click the appropriate option. If you want to pay everyone at the same time, click All 
employees. 

The Select Employees to pay screen closes. 

You should now check or change your employee’s pay. Follow the steps in the next 
section, How do I check or change my employees’ pay details? on page 115. 
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Check and change employee pay 


Use the Maintain employees’ pay option to check and change your employees’ pay. Instant 
Payroll uses the payroll details that you entered when you created your employee records to 
calculate your employees’ pay. 


How do I check or change my employees’ pay details? 

1. Click Pay Employees > Maintain employees’ pay. 


(^Maintain Employees' Pay 


help ( 


TIP: Remove a payment or deduction's description to delete it from the payslip. 


Salary 

mBSTT? 

Click to add payment... 











Statutory Maternity Pay 

0.00 

Statutory Adoption Pay 

0.00 

Statutory Paternity Pay 

0,00 

Statutory Paternity Pay (Adopt) 

0.00 

Statutory Sick Pav 

0.00 

Total Payments 

500.00 


Deductions 

Amount 

PAYE Tax 

11.20 

National Insurance 

44.38 

Click to add deduction... 
















Student Loan 

0.00 

Attachments (inc Admin Fee) 

0.00 

Pension 

0.00 

Total Deductions 

55.58 


1 Week 4 : 30/04/2006 


Hannah Brannagh 


Don't pay this employee V @ 
On Trade Dispute V @ 

© Close Maintain 

Employees' Pay screen 


Net Pay: 


► Pay in Print this 

advance Sip payslip 


Hannah 

Brannagh 

Karen 

Laing 


i Save details 


Your pay date is set to : Sunday - 30/04/2006 


Tax Period : Week : 4 Month : 1 Year : 2006/2007 


2. To select the employee whose pay details you want to check or change, click the name of 
the relevant employee on the tab. If you entered the amount you want to pay an employee 
when you set up the record, the figure entered will appear automatically. If the figure is not 
correct you can change it here. If you do change the amount here, and click Yes on the 
confirmation message, the new salary amount will be used as the default here, and in the 
employee’s record. If you didn’t enter a figure when setting up the employee’s record, the 
salary amount will be zero. 

Work through all your employees to check or change their pay details. 

3. To enter or change an amount against a payment, enter the correct figure in the 
corresponding Amount box. For example, to enter a person’s salary as £1500, click the 
Amount box alongside Salary and type 1500, as shown on the next page. 
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^Maintain Employees' Pay _ 

TIP: Remove a payment or deduction's description to 

B 

pa 

Nc 



To add a new payment or deduction click in the appropriate column and then enter the 
name of the payment or deduction. For example, to add a payment for expenses, click 
Click to add a payment... and type Expenses. Click in the corresponding Amount box 
and click the finder button. A pop up screen appears, as shown below. 


Click here to add a 
new payment 


Payments 

Amount 1 

ISalary 

400.001 

Expenses 

o.oo[ 


H Deductions 

Amount 1 

ij |PAYE Tax 

11.801 

| |National Insurance 

45.041 


Hannah 

Brannagh 


€ltekto add payment,,, 


Enter the following details for Expenses: 


Statutory Maternity Pay 

Statutory Adoption Pay 

Statutory Paternity Pav 
Statutory Paternity Pay (Adopt) 

Statutory Sick Pav 


Amount 

Hours/No 

Rate 

Total 




1 1 
£ r 


Total Payments 


( Save ) 


Add this value before calculating 
PAYE W 

^ National Insurance W 

Pension (Main) W 

Pension (AVC) W 

Pre 92 CCAEO W 

Post 92 CCAEO/CTAEO W 

Other AEOs |7 


VfVel- 4 : .iti/ii-i/'/ 1111 i, Hannah Brannagh 

Net Pay: 449.16 

Don't pay this employee V 

On Trade Dispute V @ 

-t Pay in 

G-i? advance 

\ ' Print this 
payslip 


Enter the payment or deduction details in the Hours/No and Rate fields. The Total amount 
is completed for you from the information entered in the Hours/No and Rate fields. 

If you are creating a new payment, the Add this value before calculating check boxes 
are completed for you. If you do not want the new payment to be subject to any of the 
values listed, clear the corresponding check box. In the example above, an new expenses 
payment for £150 has been created that is not subject to PAYE or National Insurance 
Pension or Attachment contributions. 

If you are creating a new deduction, and want the deduction to be subject to any of the 
values listed, click the corresponding check box. 

When you have completed entering the details of the new payment or deduction, click 

Save. 

Tip: If a payment or deduction has been entered for another employee, you can use the 
description for the employee you currently have selected. To do this, click Click to add a 
payment... or Click to add a deduction... then click the finder button in the appropriate 
column, and select the relevant description from the list. 

Please note: You cannot use the same payment or deduction more than once for the 
selected employee. 
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You can delete a payment or deduction, with exception of Salary, PAYE Tax or National 
Insurance, from the employee’s pay details by highlighting the appropriate description and 
pressing delete on your keyboard, then click Save. When the confirmation message 
appears, click Yes. 

4. Click Save details. 

Repeat the steps above for all of your employees. 

5. Click Close Maintain Employees’ Pay screen. 

Troubleshooting! 

Q My employee’s salary shows as zero. Why is this? 

A This is because you didn’t enter a value into your employee’s record when you set it up. You 
can enter an amount in the Maintain employees’ pay screen and this figure will be saved 
and shown in the employee’s record. You can check this by clicking Employee > Maintain 
existing employees > Payment Details. 

Q Why is my employee’s tax lower than normal? 

A If you started using Instant Payroll part way through the year, check to make sure you have 
entered their year to date figures. Use your employees’ P11 Deductions Working Sheets to 
help you enter this information. For further information, refer to the When I start using Instant 
Payroll, what do I need to do first? on page 13. 

What happens when employees take maternity leave? 

When a female employee takes leave from work to have a baby, you should pay them Statutory 
Maternity Pay (SMP). The SMP scheme provides expectant mothers with maternity pay for a 
maximum of 26 weeks. 

To do this, click Pay Employees > Maintain employees’ pay, and select the relevant 
employee. In the Payments column, click Statutory Maternity Pay. Click Dates and enter the 
information required. For details on how to record Statutory Maternity pay, see Chapter 9, What 
happens if employees take time off to have children? 

What happens when employees are sick? 

To record time away from work due to sickness, in Instant Payroll, click Pay Employees > 
Maintain employees’ pay. Click the name of the relevant employee. In the Payments column, 
click Statutory Sick Pay. For details on how to record Statutory Sick pay, see Chapter 8, What 
happens when employees are sick? 
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What do I do if an employee is entitled to adoption pay? 

If an employee is adopting a child, and they are entitled to Statutory Adoption Payments, you 
need to record this information in Instant Payroll. To do this, click Pay Employees > Maintain 
employees’ pay. Click the name of the relevant employee on the tab. In the Payments column, 
click Statutory Adoption Pay. Click Dates and enter the information required. For more details 
about recording adoption pay, see Chapter 9, What happens if employees take time off to have 
children?. 

What happens when an employee takes paternity leave? 

If an employee takes paternity leave you need to record their leave information in Instant Payroll. 
Click Pay Employees > Maintain employees’ pay. Select the relevant employee, and then 
click Statutory Paternity Pay in the Payments column. Click Dates and enter the information 
required. For more information about paternity pay, see Chapter 9, What happens if employees 
take time off to have children?. 

How do I enter details of other payments and deductions? 

Depending on the employee's circumstances you may need to enter the following pay 
information: 

■ Student Loan details (see the section Deducting Student Loans on page 120.) 

■ Attachment details (see the section Deducting Attachments on page 122.) 

■ Pension scheme details (see the section Checking pension contributions on page 124.) 

You may also need to advance an employee their salary. For further information, see the 
section Advancing an employee’s salary on page 125. 
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Pay Frequencies 

Instant Payroll gives you the flexibility to choose how often you pay your employees. You can 
process weekly, fortnightly, four weekly and monthly employees. When you are working with 
your employee records you must specify how often you want to pay them. You can do this using 
one of the following options from the Employee screen: 

■ Add a new starter - to enter a new employee’s pay frequency. 

■ Add an existing employee - to enter the pay frequency of an existing employee if you 
have been paying employees using another system and are now moving their information 
to Instant Payroll. 

■ Maintain existing employees > Payment Details - to change the pay frequency of an 
existing employee. 

Please note: If you change an employee’s pay frequency within the tax year, the tax 
periods must not overlap. 

How do I specify how often an employee is paid? 

1. Use the Payroll Details area of any of the above screens, to set up how often you pay your 
employee, and what method you are using to pay them. 

For example, if you want to pay your employee every two weeks using BACS transfer to 
their bank, choose Two Weeks and BACS from the drop-down lists. 



I want to pay this employee | 

0.00 jjJ per |two Weeks 

▼ | (|jj) (* Gross C Net @) 

I want to pay this employee every 

|two Weeks 

"3 m 

I want to pay this employee using 

|bacs 






Cash 

Icheque 


For more information, click the question marks 


2. Click Save details. 

The payment settings that you have chosen will be used the next time you pay this 
employee using Instant Payroll. 
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Deducting Student Loans 

If the employee has a student loan which is due to be repaid, you can use Instant Payroll to 
deduct the agreed amount of repayment from their pay, each pay period. 

How do I know if the employee has to repay a student loan? 

If the employee has to repay a student loan the employer will receive either: 

■ a Student Loan start notice from Revenue & Customs, or 

■ a P45 form which will show a Y in the box next to the question “Continue Student Loan 
Deductions?” 

Please note: If the employee has a priority attachment of earnings, as well a student loan, the 
deduction of the attachment must be made before the deduction of the student loan. For further 
information on attachments, refer to the section Deducting Attachments on page 122. 

For further information, please contact your local Tax Office. 

Where do I enter details of the student loan? 

Click Employee > Maintain existing employees. Click the name of the relevant employee, and 
then click Deduction Details. In the Student Loan Details area, enter the start date of the loan. 
Click Save details, then click Close Existing Employees screen. 

Once you have recorded this information, the next time you pay your employee, the correct loan 
amount will be deducted. 

Where can I see student loan deductions for an employee? 

1. Click Pay Employees > Maintain employees’ pay. 

2. Click the name of the relevant employee. 

The Student Loan amount appears in the Deductions column. 
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0) Maintain Employees' Pay 


help N 


TIP: Remove a payment or deduction's description to delete it from the payslip. 


Salary 
Click to add payment... 


Statutory Maternity Pav 

Statutory Adoption Pay 

Statutory Paternity Pav 
Statutory Paternity Pav (Adopt) 

Statutory Sick Pav 


0.00 

0.00 

0.00 

0.00 

0.00 


Total Payments 


Deductions 


Amount 

PAYE Tax 

205.09 

National Insurance 

113.30 

Click to add deduction.,. 













Student Loan 

18.00 

Attachments (inc Ad 

min Fee) 

0.00 

Pension 

0.001 

Total Deductions 

336.39 | 


Month 1 : 30/04/2006 


Don't pay this employee V @ 
On Trade Dispute l~~ @ 

© Close Maintain 

Employees' Pay screen 


Net Pay: 1113.61 


y in \ ' £rint this 

vance L-jfpi payslip 


Hannah 

Brannagh 

Karen 

Laing 

Charlotte 

Morris 

Chloe 

Ward 


Save details 


Your pay date is set to : Sunday - 30/04/2006 


Tax Period 


Week : 4 Month : 1 Year : 2006/2007 


Student Loan 


18.00 


In the example above, £18 will be deducted from James Dean’s pay. The amount of 
student loan deducted, for this pay period, will also appear on his payslip. 

3. Click Save details. 

4. Click Close Maintain Employees’ Pay screen. 
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Deducting Attachments 

If employee has to make regular payments from their pay each time they are paid, because of 
an official order from the courts, Instant Payroll enables you to enter the details of the 
repayment. This type of payment is known as an attachment of earnings and includes a high 
court order to cover child maintenance, or the payment of an unpaid debt. 

For help with entering attachment details, see the section Where do I enter an employee’s 
attachments? on page 96. 

How do I know if the employee has an attachment of earnings? 

The employer will receive an official form issued by the court which will instruct them to pay the 
issuing court the outstanding debt from the employee, via the employee’s pay. 

How can I check the amount of attachment an employee is paying? 

1. Click Pay Employees > Maintain employees’ pay 

2. Click the name of the relevant employee on the tab. 

3. In the Deductions column, click Attachments (inc Admin Fee). 


ff)James Dean's Attachment Details_hei P (§) 

TIP: You can add attachments to an employee through Maintain Existing Employees. 


James Dean currently has 1 active attachments. 

£ 10.00 

The figure on the right will appear in the deductions box on the payslip. 


Attachments 


Below is a breakdown of James Dean's attachments. 


Attachment 

Name 

Amount/ 

Percent 

Attach 

Value 

Attach 

Earnings 

Amount 

Deducted 

Amount 

C/F 

Protected 

C/F 

Child Support 

Amount 


504.75 

10.00 

0.00 

0.00 


n : i : 


© Close Attachment 
Details screen 


Your pay date is set to : 


Friday - 19/11/2004 


0 


Tax Period : Week : 33 Month : 8 


Confirm details 


Year : 2004/2005 


The Attachments Details screen displays detailed information about deductions for the 
current pay period. In the example above £10 will be deducted from James Dean’s pay. 
The amount of attachment deducted, for this pay period, will also appear on his payslip. 
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4. Click Confirm details. 

5. Click Close Maintain Employees’ Pay screen. 
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Checking pension contributions 

If the employee has a pension scheme you can easily check employee and employer 

contributions to the scheme every time the employee is paid, using the Maintain employees’ 

pay option. 

To ensure pension contributions are deducted correctly you should: 

■ Set up the pension schemes offered to your employees. For help to do this, see How do I 
record details of pension schemes? on page 60. Record the correct employee and 
employer contributions information. 

■ Assign the correct pension scheme to your employees. See the section How do I select 
the correct pension scheme for my employee? on page 94. 

How do I check or change contributions to a pension scheme? 

1. Click Pay Employees > Maintain employees’ pay. 

2. Click the name of the relevant employee on the tab. 

3. Click Pension in the deductions column. 



A summary of the pension scheme and details of employee and employer contributions, 
appear. 

4. If the employee is making an Additional Voluntary Contribution (AVC), select the type and 
enter the amount in the boxes provided. 

5. Click Confirm details. 
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Advancing an employee’s salary 

You can advance an employee their salary, for a specified period, by clicking the Pay in 
advance button from the Maintain employees’ pay screen. 

Note: You should only use this option when paying a full period of holiday pay, for example a 
full week or two weeks, for a weekly paid employee. If you want to pay a shorter period, you 
should add a payment type with an appropriate description, for example Holiday Pay. 

For example, if a weekly paid employee is on holiday for the next two weeks, you can advance 
them their salary for that two week period. If the employee has any other salary payments or 
deductions, such as pension contributions, these will also be included. When you print their 
payslip, for the current pay period, salary details for the period advanced will appear the bottom 
of the payslip. 

When you advance an employee’s salary it must be for a complete tax period. If you want to 
advance pay to an employee for less than a complete tax period, for example a monthly paid 
employee who is on holiday for two weeks, do not use the advance pay option. Instead, enter 
a holiday payment in the payments column to cover the period. 

Please note: If you have made an advanced payment to an employee, then finished the pay 
period in which the payment was advanced, you cannot pay the employee again in that period. 

How do I pay an employee their salary in advance? 

1. Click Pay Employees > Maintain employees' pay. 

2. Click the name of the employee you want to pay in advance. 

3. Enter your employee's payments and deductions for the current period as normal. 

4. Click Pay in advance. 


125 



Sage Instant Payroll User Guide 



5. Enter the number of weeks you want to advance. In the example above, the employee has 
been advanced pay for two weeks because they are on holiday for a fortnight. 

6. Press TAB or click the Salary Amount field to automatically update the values shown in the 
Payments and Deductions areas for the advance period. For example, if a weekly paid 
employee is on holiday for two weeks, the normal weekly Payment and Deduction 
amounts would be doubled. 

Any other salary payments or deductions, such as pension contributions, will also be 
automatically included. 

You can edit the Payment and Deduction amounts if required. 

7. Click Confirm details. 


|Total Advanced Payments 

700.001 |Total Advanced Deductions 

128.95| 

| Total Payments 

1050.00 | | Total Deductions 

156.83 | 

| Week 4 : 30/04/2006 

Charlotte Morris Net Pay: 

893.17 | 


This payslip includes payments to be made in advance. ® -» Pay in 'i . Print this 

On Trade Dispute T <§> advance payslip 


The Total Advanced Payments and Total Advanced Deductions amounts appear at the 
bottom of the payslip and are included in the employee's net pay for the current period. 
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Printing Payslips 

There are two ways to produce payslips. You can print a payslip for a single employee or you 
can print payslips for a group of employees. Choose the method that suits you best. 

How do I print a payslip for a single employee? 

1. Click Pay Employees > Maintain employees’ pay. 



2. Click Print this payslip. 

The employee’s payslip appears for you to check before you print it. 

To adjust the layout before printing, click Page Setup and make your adjustments. For 
help with the page setup, click the help button at the top of the screen. 

3. Click OK. 

4. Click Print Payslip, then click OK. 

Your employee’s payslip is printed. 

5. Click Close Reports. 

6. Click Close Maintain Employees’ Pay screen. 
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How do I print payslips for all employees? 

1. Click Pay Employees > Print employee payslips. 


v' Sage Instant Payroll 

^ ^ 

® ® ® 
back foiwaid home 

Instant Payroll ScEjB 

r Pay Employees 

he| P® 11 



What do you want to do? 


• Check pa y dat e 

You have not yet set your pay date. 
You must use this option to change the 
date before you can pay your 
employees. 


Maintain employees' pay 

Use this option if you want to view or 
adjust an employee's pay before 
printing their payslip. 

Print payroll processing reports 
View and print your payroll reports to 
check your figures are correct before 
printing your employee payslips. 


Print employee payslips 
View and print all employees payslips 
for this period. 


• Finish payroll 

Use this option to ci 
for this period. 


nplete your payroll 


| Make BACS payments via 
e-Banking 

Use BACS to pay your employees 
electronically via e-Banking. 

k Print payroll reports 

Use this option to view or print summary 
reports, up to and including the last 
finished payroll. 


I Post to accounts or file 
Transfer your payroll information to y 
accounts software or save it in a file. 


Sage Instant Payroll 


Print employee payslips 

View and print all employees payslips 
for this period. 


The employees’ payslips appear for you to check before you print them. 

Please note: If you have selected the Don’t pay this employee check box on the Pay 
Employee Details screen, the employee’s payslip will be printed with zero figures. 

2. To adjust the layout before printing, click Page Setup and make your adjustments. For 
help with the page setup, click the help button at the top of the screen. 

3. Click OK. 

4. Click Print Payslip. 

Payslips for all the employees you have paid this period are printed. 

5. Click Close Reports. 
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Payroll Processing Reports 

Instant Payroll provides you with a number of reports which can be viewed and printed during 
your payroll process. We recommend that you print the summary reports. Use these reports to 
check that your figures are correct before you print your payslips and finish your payroll for the 
current pay period. 

Remember: These reports will only show information for the current pay period, and the P11 
reports will only show information for finished payroll periods. 

How do I view and print my payroll processing reports? 

1. Click Pay Employees > Print payroll processing reports. 


Up' Sage Instant Payroll 


■JPl.xj 

® © ® 
back forward home 


Instant Payroll ScCJS 


T ^5 Payroll Processing Reports 


he| p® 


Which report do you want to view or print? 


A Processing Summary PAYB 

Shows the empioyees' gross pay and the 
information used to calculate their net pay 
for this pay period only. 

• 

Form Pll (PAYE) 

Deductions working sheet showing the tax 
deducted from an employee up to, but excluding 
this pay period. 


This report has not been viewed or printed. 




Processing Summary NIC 

Shows the information used to calculate the 
National Insurance contributions for this 
pay period only. 

• 

Form Pll (NIC) 

Deductions working sheet showing the National 
Insurance contributions deducted from an 
employee up to, but excluding this pay period. 


Minimum Payment to COMPS 

Shows the minimum payment for 
employees and employer to COMPS 
pension schemes in this pay period 
only. 

• 

BACS Pay Transfer Report 

Shows the amount transferred to each 
employee's bank account in each pay 
period. 


Close Payroll Processing 

Reports screen 

• 

Attachment of Earnings 

Shows the amount deducted from the 
employee's pay for Attachment of 

Earnings Orders for this pay period 
only. 






Your pay date is set to : Thursday - 23/06/2005 

Tax 

Period : Week : 12 Month : 3 Year : 2005/2006 


2. Click the relevant report option. 

The selected report appears for you to print. 

3. To adjust the layout before printing, click Page Setup and make your adjustments. For 
help with the page setup, click the help button at the top of the screen. 

4. Click OK. 

5. Click Print Report, then click OK. 

6. Click Close Reports. 

7. Click Close Payroll Processing Reports screen. 
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Finishing a payroll run 

Once you have printed your payslips and checked your payroll processing reports to make sure 
your figures are correct, you can use the Finish Payroll option to complete your payroll for each 
pay period. 

You must complete each pay period before moving on to the next. This will update the P11 
Deductions Working Sheets and will ensure that your employees’ year to date figures are 
correct. 

Remember: Before completing your payroll we recommend you take a backup of your pay 
information. For further details, refer to the section How do I back up my pay information? on 
page 201. 


How do I complete my payroll? 

1. Click Pay Employees > Finish Payroll. 



2. Check the information on this page and then click Finish Now. 

An audit trail report is automatically generated which shows details of the pay period you 
have just finished. We recommend you print this report and keep it for your own records. 

3. Click Print Report. 

4. Click Close Reports. 

The Finish Payroll Summary screen appears. 
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5. Check the information on this page and then click Close Finish Payroll Summary screen. 


For more information, click the question marks 
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Additional Payroll Reports 

Once you have finished your payroll for a particular pay period, use the Print Payroll Reports 

option to view and print your updated payroll reports. This option will allow you to: 

■ Produce reports that show your payroll year to date figures. You can use these to complete 
the statutory Revenue & Customs forms. 

■ View and print a payslip from a previous pay period, in the current tax year. For further 
details see the section How do I view or print a payslip from a previous pay period? on page 
133. Please note: You can only use this option to view or print an historical payslip for a 
pay period which has been completed in Instant Payroll V11. 

■ View and print a processing history report that shows details of your payroll from previous 
pay periods, in the current tax year. 

How do I view and print my additional payroll reports? 

1. Click Pay Employees > Print Payroll reports 



2. Click the relevant report option. 

The selected report appears for you to print. 

3. To adjust the layout before printing, click Page Setup and make your adjustments. For 
help with the page setup, click the help button at the top of the screen. 


132 
















Paying People 


4. Click OK. 

5. Click Print Report, then click OK. 

6. Click Close Reports. 

7. Click Close Payroll Reports screen. 

How do I view or print a payslip from a previous pay period? 

Please note: You can only use this option to view or print an historical payslip for a pay period 
which has been completed in Instant Payroll V11. 

1. Click Pay Employees > Print Payroll reports. 

2. Click Historical Payslips. 



3. Enter the pay period date range of the historical payslips you want to view or print. The 
dates entered must be within the current tax year. 

4. From the list of current employees or leavers, select the employees whose historical 
payslips you want to view or print for the specified pay period. 

5. Click View Historical Payslips. 

The selected payslips appears for you to print. 

6. To adjust the layout before printing, click Page Setup and make your adjustments. For 
help with the page setup, click the help button at the top of the screen. 
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7. Click OK. 

8. Click Print Payslip, then click OK. 

9. Click Close Reports, then click Close Historical Payslip screen. 

10. Click Close Payroll Processing Reports screen. 
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Linking to Sage Accounts 

If you want to transfer details of payroll costs to an accounts program, without having to post 
manual journals, you need to set up a link between Sage Instant Payroll and your accounts 
program. 

How do I set up a link to my Sage accounts program? 

1. Click Tools > Accounts link. 

2. If you want to transfer your payroll amounts to a Sage Line 50 or Sage Instant Accounts 
program installed on your computer, check that the Post to Sage Accounts option is 
selected. 



3. Check the location to your Sage Accounts program is correct. Instant Payroll sets this 
automatically if you have a Sage Accounts program on your computer. If this is incorrect, 
click Browse to locate the correct path to your Sage Accounts program. You will need to 
locate the Setup.dta file you want to use. This is held in the Accdata folder of your Sage 
Accounts program. 

4. You now need to enter the nominal codes you want to post your payroll information to. 

5. If you use Sage’s default nominal codes you can enter them quickly by clicking Use 

Default Nominal Codes. 
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6. If you do not want to use the default nominal codes, open your accounts program, and 
then make a note of the nominal codes you do use. 

7. When you are happy with the nominal codes information, click Save details. 

8. Click Close Accounts Link screen. 

Linking departments with nominal codes for reporting purposes 

Note: You must have departments assigned to your employees before you can use them to 
associate with your nominal codes. For further information, refer to the section Changing or 
viewing employee information on page 92. 

If you have departments set up in Instant Payroll that have been assigned to your employees, 
you can use them to associate with the nominal codes you are using for reporting and analysis 
purposes. To do this, follow the procedure below: 

1. From the Accounts Link screen, choose the relevant department from the Dept 
drop-down list. 

Any default nominal codes are cleared from boxes Profit & Loss or Balance Sheet fields. 

2. Enter the correct code you want to use for the relevant debit or credit item, for the selected 
department, in the appropriate field. 

Note: If you leave a field empty, Instant Payroll will use the default nominal code. 


UmiUUP Dept | Directors 3] 

Deductions | Cr 

Employer's NI | Dr 

Employer's Pension | Dr 

Payments |7036 Dr 


In the example above, the department Directors has been chosen from the drop-down list 
and the nominal code 7036 has been entered in the Payments Profits & Loss field. When 
the information is posted to your accounts program you can view and print a posting report 
that will show the details of the posting for the department Directors. 

3. Click Save details. 

4. Click Close Accounts Link screen. 

When you post your payroll information to your accounts program, you can view and print 
a report that will show the posting information, including the department name. For further 
information, refer to the section Posting payroll information to your accounts on page 138. 
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Saving payroll payments information to file 

If you want to save your payroll information to a file for use later, follow the procedure below. For 
example, if you don’t have a Sage Accounts program you may want to save the posting 
information as a csv file. This file can be opened in third party software such as Microsoft Excel. 

How do I save my payroll payments information to a file? 

1. Click Tools > Accounts Link. 

2. Make sure that the Post to File option is selected. 



Note: If you do not have a copy of Sage Line 50 or Sage Instant Accounts installed on your 
computer, Sage Instant Payroll automatically selects the Post to File option. 

3. You now need to set up the correct nominal codes. 

4. To help you to do this quickly, click Use Defaults Nominal Codes. The payments and 
deductions that you have been using are automatically given nominal codes. If you want 
to use different profit and loss and balance sheet nominal codes, enter the codes you want 
in the relevant fields. 

5. When you are happy with the nominal codes information, click Save details. 

6. Click Close Accounts Link screen. 
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Posting payroll information to your accounts 

When you have finished a payroll run you can post the payroll information to your Sage 
Accounts program, or save it to a file. Remember: You need to set up the link to accounts using 
Accounts Link option before you can post your payroll information. For details, refer the section 
How do I set up a link to my Sage accounts program? on page 135. 


How do I post my payroll information to my Sage Accounts program? 

1. Take a backup of your Sage accounts data and then close your accounts program. 

2. In Instant Payroll, click Pay Employees > Post to accounts or file. 


P. Sage Instant Payroll 


® © ® 
back forward home 

Instant Payroll SStfi 



There are two 
steps to this 
process 


3. You need to check the completed pay date is correct. Instant Payroll automatically uses 
the date that your last payroll was finished. If you have already made postings for this pay 
period, the Already Posted to Accounts check box is selected. 

4. If you want to use a reference for this posting, enter this in the Posting Reference field. This 
is for your reference only. 

5. If you have reclaimed any SSP, enter the amount you reclaimed for the relevant pay period. 

Tip: You can find out the total amount of SSP reclaimed by printing the P32 Employer’s 
Payment Record. Click Employer > Print employer reports > P32 - Employer’s 
Payment Record. 

6. Click Next Step. 

The next screen shows your employees that were paid for the period you have selected. 
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Include 

Employee Name 

Employee Paid Every 

Previously Posted 

w 

Graeme Atkinson 

Month 

No 

w 

Ben Connolly 

Month 

No 


Instant Payroll shows which employees will be included in this posting and their pay frequency. In 
this example, the frequency is Monthly. If you have previously posted information for this employee 
this pay period, Yes appears in the last column 


7. If you don’t want to include an employee's payment information in this posting, click the 
Include check box alongside their name, to remove the tick. 

8. To check the information that you are posting, we recommend that you click View or print 
posting report and check the details. 

9. Click Post data. 

10. Enter your Sage Accounts program Logon name and password if you have one, then click 

OK. 

If you do not have a Logon name for Accounts, use the name Manager on this screen. If 
you do not have an Accounts password, leave the password field blank. 

When the information has been posted a confirmation message appears. 

11. If you want to post information for more periods, click Yes. Otherwise click No. 


139 


















Sage Instant Payroll User Guide 


Making postings for the same pay period more than once 

You can make postings for the same period more than once if you need to. If you try to make 
a posting for a period more than once, a message appears asking you to confirm that you want 
to post the data again. Click Yes and complete the posting information. 

How can I see what information I have already posted? 

1. Click Pay Employees > Post to accounts or file. 

2. Click View or Print Previous Postings. 

A report appears listing the previous postings information. 

3. Enter the Processing Date range in the From and To boxes, then click Preview Report. 

4. To produce a paper copy of the report, click Print Report. 
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Questions about paying people...? 

Q I know what annual salary I want to pay my new employee. Can I put this into Instant payroll 
and let the program work out what they get each time I pay them? 

A Yes. Click Employee > Add a new starter. In the Payroll Details area of the screen enter 
the amount you want to pay in the I want to pay this employee field, then choose Year 
from the drop-down list. Choose how often you are going to pay the employee and what 
method of payment you are going to use. Click Save details and add starter. The figures 
you enter here will be reflected in your employee’s regular salary. 

Q I pay some of my employees each week and others every month. Can I pay them all using 
Instant Payroll? 

A Yes. Use the Payroll Details area of the screen to set up how often you pay your employee, 
and what method you are using to pay them. For further details, see the section Pay 
Frequencies on page 119. 

Q All of my employees are paid overtime. Do I have to enter this payment description for 
everyone? 

A No. Once you have added a new payment, or deduction, to an employee’s pay, this is 
available to select for everyone. Click Pay Employees > Maintain employees’ pay. Click 
Click to add the payment..., then click the finder button. Choose the payment you have 
set up from the drop-down list, then click Select. 

Q Is there a limit on the amount of payments an employee can have? 

A Yes. You can add up to five payments and five deductions to an employee’s payment 
record. 

Q Can I delete a payment or deduction from an employee’s pay? 

A Yes. Click Pay Employees > Maintain employees’ pay. Highlight the payment or 

deduction that you want to delete, then press the Delete key on your keyboard. Press TAB. 
A confirmation message appears. To remove the payment or deduction, click Yes, then 
click Save details. 

Q How do I assign a payment to an employee? 

A To add a new payment or deduction click in the appropriate column and then enter the name 
of the payment or deduction. For example, to add a deduction for union fees, click the blank 
line below National Insurance and type Union Fees. Enter the amount of the deduction in 
the corresponding Amount box. 

Q I employ some people on a casual basis. What do I do when they haven’t worked for me 
this pay period? 

A Click Pay Employees > Maintain employees pay. Click Don’t Pay this employee, then 
click Save details. 
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Chapter 8 

What happens when employees are 
sick? 


If any of your employees are away from 
work due to sickness, you need to record 
this in Instant Payroll. 

If an employee is entitled to Statutory Sick 
Pay (SSP), Instant Payroll calculates how 
much they should receive. Instant Payroll 
also allows you the flexibility to enter a 
different amount manually. 


In this chapter: 


What information do I need?.145 

What do I need to do?.145 

How do I check the sick pay Instant 
Payroll has calculated?.147 

How do I remove sickness dates that I’ve 
entered in error?.149 

How do I record sick pay manually?. 150 

Where can I see how much sick pay an 
employee gets?.153 









Hints about entering sickness... 



If you are connected to the Internet, you can check the current legislation relating to 
Statutory Sick pay on the Revenue & Customs website, from within your Instant Payroll 
program. Click Pay Employees > Maintain employees’ pay > Statutory Sick Pay. On 
the Statutory Sick Details screen, click the SSP Guidance button. The Revenue & 
Customs website opens displaying information relevant to Statutory Sick Pay. 

Important: The content of the website is maintained by Revenue & Customs. Sage is not 
responsible for the accuracy of the information provided by Revenue & Customs. 








What happens when employees are sick? 


What information do I need? 


Before you record sickness you must make sure you know the dates that your employee was 
off work sick. You will need to enter these in the Employer Diary. Click Employer > Maintain 
Employer diary. Click Add new absence and complete the information for the relevant 
employee. 

You must have specified the days your employees normally work, paying particular attention to 
part time workers, or workers who do not work a normal Monday to Friday week. Instant Payroll 
uses an employee’s working pattern to establish entitlement to sick pay. 

Instant Payroll automatically applies a Monday to Friday working pattern to any new employee 
record you create. To change the pattern to match your employee’s working week, click 
Employee > Maintain existing employees > Absence Details and check you have chosen 
the correct days in the Working Pattern area. Clear the tick marks from any days that do not 
apply. If your employee has more than one working pattern, change the number of Weeks in 
Pattern and mark the relevant days for each week. 


Weeks in Pattern 

Pattern Start 


|24/04/2005 jij (§; 


If your employee works 
“different days on different 
weeks, change the 
number here to reflect 


Which 

days does this employee work? 

@ the number of patterns. 

Mon 

17 

r 


Tue 

17 

r 


Wed 

17 

r 

Place tick markers against 

Thur 

r 

17 

the days your employee 

Fri 

r 

17 

normally works. 

Sat 

r 

17 


Sun 

r 

17 



Please note: If you do need to record more than one working pattern, you should check you 
have the correct pattern start date. This is the Sunday immediately before the first working 
pattern takes effect. 


What do I need to do? 

If you use the program to calculate Statutory Sick Pay (SSP) automatically, all you need to do is: 

■ Record the dates the employee is absent due to sickness in the Employer Diary. 

The program establishes if employees are entitled to SSP and calculates how much SSP 
they will receive. 
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■ Check the amount of sick pay Instant Payroll has calculated. 

For more detailed help, see the section How do I record sick pay automatically? on page 146. 

If you have experience running a manual payroll system, you may prefer to calculate the amount 
of SSP yourself and enter it manually. For details, go to the section How do I record sick pay 
manually? on page 150. 

How do I record sick pay automatically? 

1. Click Employer > Maintain employer diary > Add new absence. 


UP' Sage Instant Payroll 
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back forward home 

Instant Payroll Scijh 

Employer Diary 

help @) 

TIP: Click on a day to view absences, then click on 

'modify' to view or change absence details 


00 


Friday 14 January 2i 


BE 


Jan OS 
Feta 


'l T M T 


■ y | T Mt k yy* hM T l F yy»< h M t k yy« 


lH 


“ T Mt F S' 5 1.1 t 


\-~r\ Go to today Goto: 

Absence Type am/pm Comments 


£dd new 

(Q Close Employer 


Your pay date is set 


Diary screen 


to : Tuesday - 28/06/2005 Tax Period : Week : 12 Month : 3 Year : 2005/2006 


+1 Add new absence 


TODAY 

t 


Go to today 


Go to: 


14/01/2005 


u 


To move quickly to today’s date, click Go to 
today. You can also use the red Calendar button 
to help you. To move quickly to a specific date, 
enter it in the Go to: field 


2. Click the down arrow on the Employee Name field and select the employee you require 
from the list. 

3. Click the down arrow and select Sickness from the Absence Type list. 
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Employee Name 

(Karen Laing 


(I Close and 
j discard absence 


Absence Type 

T 1 (sickness 


From Date am/pm 

T] |2 3/0 6/2 005 3 


am/pm 


"|2 8/0 6/2 005 7] 


J Save and 
! close absence 



^ Close Employer Diary screen 


Your pay date is set to : Tuesday - 28/06/2005 


- * 

Tax Period : Week : 12 Month : 3 Year : 2005/2006 

A 


4. In the From Date field enter the first day they were off sick. In the To Date field enter the 
last day that they were off sick. If they are still off work, or if you are paying only up to a 
specific period, enter the date you are paying sick pay up to. 

Tip: To move Quickly to the date you want, enter the date you reguire in the Go to: field 
below the diary. The corresponding box on the diary display changes to blue. 

5. To add information to the record, type notes in the Comments: field. 

6. Click Save and close absence. 

A message appears to remind you that you will need to check the sick pay figures for the 
employee before you print their next payslip and finish your payroll for this period. Click 

Close Message. 

7. Click Close Employer Diary screen. 

Before you pay this employee, check the amount of sick pay that Instant Payroll has 
calculated, using the steps below. 

How do I check the sick pay Instant Payroll has calculated? 

1. From the Pay Employees screen, click Maintain Employees' Pay. 

2. Select the employee to whom you want to pay SSP. 

The payslip shows the payments and deductions that make up their net pay. 

3. In the Payment column, click Statutory Sick Pay. 


147 













Sage Instant Payroll User Guide 


(ft) Maintain Employees' Pay 


help@ 


TIP: Remove a payment or deduction's description to delete it from the payslip. 


Salary 


Click to add payment... 










Statutory Maternity Pay 

0.00 

Statutory Adoption Pay 

0.00 

Statutory Paternity Pay 

0.00 

Statutory Paternity Pay (Adopt) 

0.00 

Statutory Sick Pay 

0.00 


Week 4:30/04/2006 


Don't pay this employee V @) 
On Trade Dispute P @) 

O £lose Maintain 

Employees' Pay screen 


Deductions 

Amount 

PAYE Tax 

11.20 

National Insurance 

44.38 

Click to add deduction... 







Student Loan 

Attachments (inc Admin Fee) 

0.00 

0.00 

Pension 

0.00 


500.00 | | Total Deductions ~ 


Hannah Brannagh 


Net Pay: 444.42 


' .... Erint this 
tjffl payslip 


Hannah 

Brannagh 


I iij I 


Your pay date is set to : Sunday - 30/04/2006 


Tax Period : Week : 4 Month : 1 Year : 2006/2007 


Statutory Paternity Pay (Adopt) 


Statutory Sick 




0.00 

0.00 


4. Ensure the first statement shows I want to pay the employee's sick pay using the 

calculated figure. 



I want to pay Karen Laing's sick pay using the I calculated figure. 


The figure on the right will appear in the Payments box on the Maintain Employees' Pay screen. 


£ 13.64 


5. In the Calculated Payment section, click Calculate ave. pay. 

The program calculates the amount of sick pay using the information shown in the 
Calculated Payment section and shows the amount due this period. 

The Calculated Payment section shows: 
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What happens when employees are sick? 


■ The number of days the employee has been absent in this period. If this is not correct, 
re-enter the dates using the Employer Diary. 

■ The average gross pay in the 8 weeks prior to the first day of sickness. If you have 
started using the program part way through the tax year and don’t have 8 weeks 
gross pay, you can enter a figure here yourself. 

■ The amount of SSP the employee should receive this pay period. 

Tip: If you are connected to the Internet you to can link directly to the Revenue & 
Customs website. To do this, click the SSP Guidance button. The Revenue & 
Customs website opens displaying information relating to Statutory Sick Pay. 

Please note: The content of the website is maintained by the Revenue & Customs. 
Sage is not responsible for the accuracy of the information provided by the Revenue 
& Customs. 

6. Click Confirm details. 

7. Check that the Statutory Sick Pay amount shows the calculated SSP figure from the 

Statutory Sick Pay Details screen. 

8. Depending on your policy for sick employees, you can: 

■ Clear all payment amounts so an employee receives sick pay only. 

■ Pay the employee their normal salary. You need to change the Salary amount to take 
into consideration their SSP. Note: If you change the Salary amount a message 
appears asking if you want to use this as the employee’s salary amount from now on. 
Click No. 

■ Adjust their Salary amount so they are paid for the hours they have worked only and 
their SSP. 

9. Click Save details. 

10. To print the payslip for the selected employee, click Print this payslip. 

Removing Sickness Dates Entered in Error 

If you have entered sickness dates in error you can remove them using the process below. 

How do I remove sickness dates that I’ve entered in error? 

1. Click Employer > Maintain employer diary. 

2. Go to the relevant date in the diary. Either enter the date in the Go to: field below the diary, 
or click the date box in the diary display. 

Absence records for the date you selected appear below the diary display. 

3. Find the employee absence you want to remove from the list and click Modify. 
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The number of 
employees 
absent is 
reflected in the 
number 

displayed on the 
diary 


Name Absence Type am/pm Comments 

James Dean Other all day Swollen glands mo^fv 


4. To delete the absence record, click Delete Absence. 


Employee Name Absence Type From Date am/pm To Date am/pm 

jjames Dean 3 \ Other |22/09/2003 Jam |26/09/2003 ^ [ pm ^ 

Comments: (swollen glands 


iVjgjl Close and 

ISlzdl discard absence 


Lyjx^j Delete absence 


Save and 
close absence 


To confirm you want to delete the absence, click Yes. 

The sickness is removed from the diary. 

5. Click Close Employer Diary screen. 

How do I record sick pay manually? 

If you are already familiar with sick pay and want to calculate and pay your employees a manual 
amount, follow these steps. 

1. Calculate the amount of SSP due to your employee. 

For further information about manually calculating the amount of SSP due to your 
employees, see the Revenue & Customs guides: What to do if your employee is sick and 
the supplement What to do if your employee is sick - Special Cases. 

2. When processing an employee's pay for the period including sickness, you need to enter 
the figure you have calculated. 
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What happens when employees are sick? 


3. Click Pay Employees > Maintain employees' pay. 

4. Select the employee to whom you want to pay SSP. 

The payslip shows the payments and deductions that make up their net pay. 

5. In the Payments column, click Statutory Sick Pay. 



6. Click the down arrow and change the first statement to show I want to pay the employee's 
sick pay using the manual figure. 


I want to pay Karen Laing's sick pay using the 



A confirmation message appears. 


7. Click Close Message. 

The Statutory Sick Pay Details screen should now look similar to the example below. 
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Jn|2<j 


Instant Payroll Sctyfe 



8. Click Confirm details. 

9. Enter the amount of Statutory Sick Pay in the Amount field. 

10. Depending on your policy for sick employees, you can: 

■ Clear all payment amounts so an employee receives sick pay only. 

■ Pay the employee their normal salary. You need to change the Salary amount to take 
into consideration SSP. Note: If you change the Salary amount a message appears 
asking if you want to use this as the employee’s salary amount from now on. Click No. 

■ Adjust their Salary amount so they are paid for the hours they have worked only and 
their SSP. 

11. Click Save details. 

12. To print the payslip for the selected employee, click Print this payslip. 

13. Click Close Maintain Employees’ Pay screen. 

Troubleshooting! 

Q I know my employee should have received SSP but nothing has been calculated by the 
program. Why? 

A This could be due to a number of reasons: 

■ You may not have selected the correct working days for your employee. Click 
Employee > Maintain existing employees, then click Absence Details. For 

example, if your employee works Monday to Wednesday check that there is a tick in 
the boxes alongside Monday, Tuesday and Wednesday. 


P' Sage Instant Payroll 

© © © 
back forward home 
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What happens when employees are sick? 


■ Your employee may not have been off sick for more than three calendar days in a row. 
SSP is only paid once a person has been off sick for four or more consecutive days. 
Click Employer > Maintain employer diary and check the entries you have made. 

■ Your employee’s average earnings may be too low. 

If your employee earns below the Lower Earnings Limit for National Insurance they will 
not be eligible for SSP. 

If you have started using Instant Payroll part way through the tax year, the program 
will not have the previous 8 weeks' gross pay for the employee stored. If this is the 
case, enter their average pay. Click Pay Employees > Maintain employees’ pay, 
then click Statutory Sick Pay. Enter the average pay in the field in the Calculated 
Payment area of the screen. 

Where can I see how much sick pay an employee gets? 

Click Pay Employees > Maintain employees’ pay and then click the Statutory Sick Pay 

payment. If you have chosen to use the amount of sick pay that the program has calculated, 
check the figure shown in the Calculated Payment area of the screen. 

If you have chosen to enter a manual figure yourself, the amount you entered will be shown on 
the Maintain employees’ pay screen, alongside the Statutory Sick Pay payment. 

How can I see sick pay on employee’s payslip? 

If an employee is entitled to sick pay, their payslip will show the amount of sick pay that they are 
due to receive. If you want to view and print an employee’s payslip click Pay Employees > 
Maintain employees’ pay. Select the employee who is to receive SSP. Click Print this payslip. 
Check the amount of sick pay shown. 
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Questions about sickness...? 

Q How do I know if my employee is entitled to sick pay? 

A You should consider paying sick pay to any employee who: 

■ is aged 16 or over, and under 65. Important Note: If you are recording sickness for 
a period after October 2006, you can choose to lift this age restriction, following a 
change in legislation. To remove the restriction, click Tools > Legislation > Maintain 
SSP rates. Remove the tick from the Apply Age Restrictions check box. 


Age SSP Payable To (Years) 


lApply Age Restrictions?! 

□ ® 


Click Confirm changes. 

■ has done some work for you under their contract 

■ is off sick for four or more calendar days in a row 

■ has had average weekly earnings not less than the Lower Earnings Limit (LEL), in the 
relevant period 

Q My employee only works in the mornings. Are they still entitled to full sick pay? 

A If your employee’s average weekly earnings are not less than the Lower Earnings Limit (LEL) 
and they have been off sick for four or more calendar days in a row, then yes, they are 
entitled to sick pay. 

Q My employee works Monday to Thursday one week and Friday, Saturday and Sunday the 
next. How do I record this? 

A The days your employee normally works is known as their working pattern. If your employee 
has more than one pattern, change the number of weeks in pattern and select the days they 
normally work in each week. In this case, you need to change the Weeks in Pattern to 2. 

Click Employee > Maintain Existing Employees > Absence Details. Make sure you have 
the correct employee selected. Change the Weeks in Pattern number. The list of days 
changes to show two weeks. Clear the tick marks from days your employee doesn't work. 

Q My employee was off sick for the whole week and received sick pay. He came back to work 
for two weeks and then went off sick for two days. The program hasn’t calculated sick pay 
for him this time. Why? 

A Although your employee was off sick again within the eight week linking period, he was not 
off for four or more consecutive days, and is therefore not entitled to SSP. 

Q Can I recover all of the sick pay I have paid to my employee? 

A Regulations state that you may be entitled to recover some of the SSP paid to your 
employees under the Percentage Threshold Scheme. Instant Payroll calculates this 
recovery amount and displays it on the Form P32 Employer’s Payment Record report. For 
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What happens when employees are sick? 


information on how the recovered amount is calculated please consult Revenue & Customs 
Employer’s help book What to do if your employee is sick. 
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Q When do I pay SSP? 

A You should pay SSP at the same time you would have normally paid wages for the same 
period. 

Q If I start using Instant Payroll part-way through the year, how can I enter 8 weeks average 
pay? 

A Click Pay Employees > Maintain employees’ pay and click the name of the employee you 
want to enter pay information for. Click Statutory Sick Pay. Enter the average pay in the 
field in the Calculated Payment area of the screen. 
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Chapter 9 

What happens if employees take 
time off to have children? 


When an employee takes time away from 
work to have children, there are a number 
of payments to which they may be 
entitled. These are called Statutory 
Payments. The following payments are 
available: 

■ Statutory Maternity Pay (SMP) 

The SMP scheme provides 
expectant mothers with maternity 
pay for a maximum of 26 weeks. 

■ Statutory Adoption Pay (SAP) 

If an employee adopts a child, up to 
the age of 18, they may be entitled to 
SAP payments. SAP can be paid to 
men and women. 

■ Statutory Paternity Pay (SPP) 

Employees can receive Statutory 
Paternity Pay for a newborn child or 
an adopted child. To qualify for SPP 
an employee must meet the 
conditions specified by Revenue & 
Customs. 

This chapter explains how to enter details 
about each of these payments in turn. 
Refer to the relevant section for more 
information about the payment you need 
to process. 


In this chapter: 


Who qualifies for Statutory Maternity 


Pay?.159 

How do I record Statutory Maternity Pay 
details?.160 

How do I check the maternity pay 
entitlement Instant Payroll has 
calculated?.161 

Who qualifies for Statutory Adoption 
Pay?.163 

How do I record Statutory Adoption Pay 
details?.164 

How do I check the adoption pay 
entitlement Instant Payroll has 
calculated?.165 

Who qualifies for Statutory Paternity 
Pay?.167 

How do I record Statutory Paternity Pay 
details?.168 

How do I check the paternity pay 
entitlement Instant Payroll has 
calculated?.169 

How do I enter a statutory payment 
manually?.171 














Hints about entering statutory payments... 


All statutory payments require some form of paper evidence as part of their entitlement 
conditions. You should make sure you have the appropriate evidence before you enter the 
details into Instant Payroll. If you are unsure, please contact your local Tax Office. 

When your employee returns to work remember to check that their salary is correctly 
entered the first time you pay them. 

If you are connected to the Internet, you can check the current legislation relating to 
Statutory Payments on the Revenue & Customs website, from within your Instant Payroll 
program. Click Pay Employees > Maintain employees’ pay, then click the appropriate 
statutory payment link, for example Statutory Paternity Pay. On the details tab for the 
payment you have chosen, click the Revenue & Customs Guidance button. The 
Revenue & Customs website opens displaying the relevant statutory payment 
information. 

Important: The content of the website is maintained by Revenue & Customs. Sage is not 
responsible for the accuracy of the information provided by Revenue & Customs. 

If you have qualified for small employers relief, click Employer > Maintain employer 
details and select the Small Employers Relief check box. For more information, click 
help at the top of the screen. 






What happens if employees take time off to have children? 


Who qualifies for Statutory Maternity Pay? 

An employee qualifies for Statutory Maternity Pay if they satisfy all of the following conditions. 

She must: 

■ have been continuously employed by you for at least 26 weeks continuing into the 15th 
week before the baby is due. The 15th week is known as the Qualifying Week. 

■ have average earnings above the lower earnings limit for National Insurance. Check with 
Revenue & Customs if you are unsure about what this limit is. 

■ still be pregnant at the 11 th week before the week the baby is due, or have had her baby 
by that time. 

■ have given you medical evidence of the date her baby is due, or is born, no later than three 
weeks before the start of her maternity pay period. However, you should note that Revenue 
& Customs guidelines state that if there is a good reason for the evidence being produced 
late you must accept it. 

■ have stopped working for you wholly or partly because of her pregnancy. 

■ give you notice of the date her maternity absence is due to start, at least 28 days 
beforehand. However, you should note that Revenue & Customs guidelines state that if 
you are not given the date soon enough, you should accept any delay if the employee has 
good reason. 

If your employee does satisfy all of these conditions, she is entitled to receive SMP, even if she 

does not intend to work for you after the baby is born. 

Your next step ... 

Once you are satisfied that your employee is entitled to SMP, you are ready to enter the 

appropriate information into the program. For more information about what you need to record, 

see the section, How do I record Statutory Maternity Pay details? on page 160. 
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How do I record Statutory Maternity Pay details? 

Instant Payroll saves you time by calculating Statutory Maternity Pay for you. To enable Instant 
Payroll to calculate the amount of SMP your employee is entitled to receive, use the Maintain 
employees' pay option. Record the key dates and Instant Payroll calculates the correct amount 
of SMP. 

If you would rather work out the amount of SMP yourself, and then enter it in Instant Payroll, 
refer to the section How do I enter a statutory payment manually? on page 171. 

How do I record SMP details? 

1. Click Pay Employees > Maintain employees’ pay. 

2. Select the employee whose SMP information you want to enter. 

3. Click Statutory Maternity Pay, in the Payments area of the screen. 

Tip: If you are connected to the Internet you to can link directly to the Revenue & Customs 
website. To do this, click the Details tab then the SMP Guidance button. The Revenue & 
Customs website opens displaying information relating to Statutory Maternity Pay. 

Please note: The content of the website is maintained by Revenue & Customs. Sage is 
not responsible for the accuracy of the information provided by Revenue & Customs. 

4. Click the Dates tab and enter the compulsory information, shown in blue on the screen. 
Instant Payroll uses this information to calculate your employee’s entitlement. 
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What happens if employees take time off to have children? 


For more information, click the question marks 


5. In the Average Weekly Gross Pay section, click Calculate ave. pay. 

6. Click Confirm details. 

The amount of SMP your employee is due to receive appears in the Statutory Maternity 
Pay section of the Maintain Employees’ Pay screen. 


Statutory Maternity Pay 

106.00 



Statutory AdoDtion Pay 

0.00 


Statutory Paternity Pay 

0.00 

Student Loan 0.00 

Statutory Paternity Pay (Adoot) 

0.00 

Attachments (me Admin Fee) 0.00 

Statutory Sick Pay 

0.00 

Pension 0.00 

Total Payments 

506.00 


Total Deductions 

56.84 

Week 4 : 30/04/2006 Hannah Brannagh Net Pay: 449.16 


How do I check the maternity pay entitlement Instant Payroll has calculated? 

If you want to check the amount of SMP that Instant Payroll has calculated, click Pay 
Employees > Maintain employees’ pay. Click Statutory Maternity Pay in the Payments area 
of the screen. The amount of SMP to be paid in this pay period appears at the top of the Details 
screen, and the entire entitlement is shown in the bottom section of the screen. 
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Questions about maternity...? 

Q Can I get more help with working out how much SMP my employee is entitled to? 

A Yes. The Revenue & Customs website - www.hmrc.gov.uk -contains an SMP calculator. 
Make sure you have as much information about your employee as you can before you try 
to work out any figures. 

Q For how long must I pay my employee maternity pay? 

A At the time of publication, all pregnant employees are entitled to 26 weeks SMP if they satisfy 
the qualifying conditions. If they return to work before the end of the 26 weeks then you 
should stop paying them SMP. For more information please contact your local Tax Office. 

Q My employee works part-time. Do I still have to pay her maternity pay? 

A Yes, if she satisfies all of the qualifying conditions. To check what these conditions are see 
Who qualifies for Statutory Maternity Pay? on page 159. 

Q I am entitled to Small Employers Relief. How do I record this in Instant Payroll? 

A Click Employer > Maintain employer details. In the Revenue & Customs Details section, 
click the Small Employers Relief check box. Click Save details then Close Employer 
Details screen. 

Q How long should someone have been employed by me to get SMP? 

A To qualify for SMP your employee must have been employed by you for a continuous period 
of at least 26 weeks into the Qualifying Week. For more information please contact your 
local Tax Office. 

Q Is SMP subject to PAYE tax and National Insurance? 

A Yes. SMP is treated in the same way as earnings. Instant Payroll handles this automatically. 
For more information please contact your local Tax Office. 

Q How do I reclaim SMP and how much can I reclaim? 

A To reclaim SMP you have paid you can deduct a percentage of the SMP paid from the total 
amount of employees’ and employers’ NICs due to the Revenue & Customs Accounts 
Office, for all your employees. You may be entitled to reclaim an additional percentage 
towards the cost of NICs. For more information please contact your local Tax Office. 

Q My employee doesn’t qualify for SMP. What should I do? 

A If your employee does not qualify for SMP you should give her form SMP1, Why I cannot 
pay you SMP, available from the Jobcentre, your local social security Office or the Revenue 
& Customs website. 
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Who qualifies for Statutory Adoption Pay? 

When an employee adopts a child, up to the age of 18, they must meet the following conditions 
to qualify for SAP: 

■ They must be adopting a child under UK law. 

■ They must have been continuously employed for at least 26 weeks before the Matching 
Date. 

■ They must have stopped working for you, or have taken leave from work, due to the 
adoption. 

■ They must have average weekly earnings at or above the LEL that applies at the end of the 
Matching Week. 

■ They must give you 28 days notice of their absence. Please note: If your employee is late 
giving you notice because there is very little time between the dates they are matched with 
the child and the child is placed, you must accept it. 

■ They must confirm their entitlement with a matching certificate. They receive this from the 
approved adoption agency. 

Please note: Both men and women are entitled to SAP. 

Your next step... 

Once you are satisfied that your employee is entitled to SAP, you can record the appropriate 
information into Instant Payroll. For more information about what you need to record, see the 
section How do I record Statutory Adoption Pay details? on page 164. 

If you would rather work out the amount of SAP yourself, and then enter it in Instant Payroll, refer 
to the section How do I enter a statutory payment manually? on page 171. 
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How do I record Statutory Adoption Pay details? 

1. Click Pay Employees > Maintain employees’ pay. 

2. Select the employee whose SAP information you want to enter. 

3. Click Statutory Adoption Pay, in the Payments area of the screen. 

Tip: If you are connected to the Internet you to can link directly to the Revenue & Customs 
website. To do this, click the Details tab then the SAP Guidance button. The Revenue & 
Customs website opens displaying information relating to Statutory Adoption Pay. 

Please note: The content of the website is maintained by Revenue & Customs. Sage is 
not responsible for the accuracy of the information provided by Revenue & Customs. 

4. Click the Dates tab and enter the compulsory information, shown in blue on the screen. 


1 P' Sage Instant Payroll 


® ® ® Instant Payroll 

back forward home J 


rffjchole Ward's Statutory Adoption Pay Dates 

he| p(§) 1 




Matching Date 

inn 

Expected Date of 

L LL 

Placement 

Actual Date of 

I// 

Placement 




Matching Evidence Received I 


CH 


Started Work 112/01/2005 S I 

Ended Work for APP | / / 

Returned to Work I / / JO 


Worked during APP | p ^ 

On Trade Dispute | 0 


I Calculate 
ave.pay 


Close SAP 

Details screen 


O 

Confirm details 

Your pay date is set to : Thursday - 28/07/2005 

Tax Period : 

Week : 17 Month : 4 

Year : 2005/2006 


For more information, click the question marks (© 


5. In the Average Weekly Gross Pay section, click Calculate ave. pay. 

6. Click Confirm details. 

The amount of SAP your employee is due to receive appears in the Statutory Adoption Pay 
section of the Maintain Employees’ Pay screen. 
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What happens if employees take time off to have children? 


Statutory AdoDtion Pav 

102.80 

Statutory Paternity Pav 1 

0.00 

Statutory Paternity Pay (Adopt) 

0.00 



How do I check the adoption pay entitlement Instant Payroll has calculated? 

If you want to check the amount of SAP entitlement that Instant Payroll has calculated, click Pay 
Employees > Maintain employees’ pay. Click Statutory Adoption Pay in the Payments area 
of the screen. The amount of SAP to be paid in this pay period appears at the top of the Details 
screen and the entire entitlement is shown in the bottom section of the screen. 
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Questions about adoption pay...? 

Q My employee is adopting their step child. Are they entitled to Statutory Adoption Pay? 

A SAP and adoption leave are not normally available to step-parents who adopt their partner’s 
children. 

Q As SAP and SPP are available to men and women, how do I know whether to pay adoption 
pay or paternity to an adoptive parent? 

A Married couples who are adopting together must decide who gets the SAP and adoption 
leave and who gets the SPP and paternity leave. You cannot pay anything to an employee 
until they have given you evidence of matching for adoption pay and adoption leave, or 
declaration of family commitment for paternity pay and paternity leave. 

Q I am entitled to Small Employers Relief. How do I record this in Instant Payroll? 

A Click Employer > Maintain employer details. In the Revenue & Customs Details section, 
click the Small Employers Relief check box. Click Save details then Close Employer 
Details screen. 

Q For how long must I pay my employee adoption pay? 

A At the time of publication, all employees who are adopting are entitled to 26 weeks SAP if 
they satisfy the qualifying conditions. 

Q How do I reclaim SAP and how much can I reclaim? 

A To reclaim SAP you have paid you can deduct a percentage of the SAP paid from the total 
amount of employees’ and employers’ NICs due to the Revenue & Customs Accounts 
Office, for all your employees. You may be entitled to reclaim an additional percentage 
towards the cost of NICs. For more information please contact your local Tax Office. 

Q My employee doesn’t qualify for SAP. What should I do? 

A If your employee does not qualify for SAP you should give them form SAP1, Why I cannot 
pay you SAP, available from the Jobcentre, your local social security office or the Revenue 
& Customs website. 
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Who qualifies for Statutory Paternity Pay? 

There are two kinds of Statutory Paternity Pay - SPP for a parent of a newborn child and SPP(A) 

for a parent of an adopted child. Check the relevant section below to check your employee’s 

entitlement. 

SPP Qualifying Conditions - Newborn Child 

For an employee to receive Statutory Paternity Pay for their newborn child they must: 

■ Have a prescribed relationship with the child and the mother. 

■ Have been continuously employed for at least 26 weeks into the Qualifying Week (QW). 

■ Be in continuous employment with you from the end of the QW up to the date of birth of 
the child. 

■ Care for the child or support the mother from the start of the Paternity Pay Period. 

■ Have average weekly earnings at or above the Lower Earnings Limit, that applies at the 
end of the QW. 

■ Give the you at least 28 days notice of when the liability to pay SPP is due to start. If this 
period of notice cannot be given, your employee must ensure that they notify you as soon 
as possible. 

■ Give you the self-certificate form SC3. 

Note: SPP may also be payable to a female partner in a same sex couple, provided she meets 

all of the other qualifying conditions. 

SPP(A) Qualifying Conditions - Adopted Child 

For an employee to receive Statutory Paternity Pay for an adopted child they must: 

■ Have a prescribed relationship with the adopted child and the person adopting the child. 

■ Have been continuously employed for at least 26 weeks into the Matching Week. 

■ Remain in continuous employment with the employer from the end of the Matching Week 
up to the date of placement with the adopter. 

■ Care for the child or support the adopter from the start of the Paternity Pay Period. 

■ Have average weekly earnings at or above the Lower Earnings Limit, that applies at the 
end of the Matching Week 

■ Give you at least 28 days notice of the date that they expect their Paternity Leave to start. 

Notice must be given within one week of issue of the certificate matching the child for 
adoption. The employee can change the length and start date of leave as long as they give 
the employer 28 days notice. Where this period of notice cannot be given to the employer, 
the employee must ensure their employer is notified as soon as possible. 
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■ Give you the self-certificate form SC4. 

Please note: Unlike Statutory Adoption Pay, entitlement to SPP(A) cannot be established 
until the child has been placed with the adopter. 

If a couple are adopting a child either parent can elect to receive Statutory Paternity Pay 
(Adoption). 

If you are unsure about an employee’s SPP entitlement or you need further information, please 
contact your local Tax Office. 

How do I record Statutory Paternity Pay details? 

1. Click Pay Employees > Maintain employees’ pay. 

2. Select the employee whose SPP information you want to enter. 

3. In the Payments column click Statutory Paternity Pay, or Statutory Paternity Pay 
(Adopt), whichever is relevant. 

Tip: If you are connected to the Internet you to can link directly to the Revenue & Customs 
website. To do this, click the Details tab then the SPP Guidance button. The Revenue & 
Customs website opens displaying information relating to Statutory Paternity Pay. 

Please note: The content of the website is maintained by Revenue & Customs. Sage is 
not responsible for the accuracy of the information provided by Revenue & Customs. 

4. Click the Dates tab and enter the compulsory information, shown in blue on the screen. 


P Sage Instant Payroll 


® ® ® 

back forwaid home 

Instant Payroll SSCJp 


ft) David Atkinson's Statutory Paternity Pay Dates 


help@ 



Date Baby Due 

■n— 

Actually Born On 

1 / / 



3 ® 


Started Work |01/01/2005 

Ended Work for PPP | / / 
Returned to Work I / f 



Declaration Received 

r 


Worked during PPP 

oil 

On Trade Dispute 

0 jj 



I Calculate 
ave. pay 


| 0.00000 sil (§) 


Close SPP 

Details screen 


Confirm details 

Your pay date is set to : Thursday - 28/07/2005 

Tax Period : 

Week : 17 Month :4 Year: 2005/2006 


168 





























What happens if employees take time off to have children? 


For more information, click the question marks (ft) 


5. In the Average Weekly Gross Pay section, click Calculate ave. pay. 

6. Click Confirm details. 

The amount of SPP your employee is due to receive appears in the Statutory Paternity Pay 
section of the Maintain Employees’ Pay screen. 


Statuterv Paternitv Pav 

102.80 



Statutory Paternitv Pav (AdoDt)i 

0.00 


Student Loan 

0.00 

Statutory Sick Pav 

0.00 


Attachments (me Admin Fee) 

0.00 


How do I check the paternity pay entitlement Instant Payroll has calculated? 

If you want to check the amount of SPP entitlement that Instant Payroll has calculated, click Pay 
Employees > Maintain employees’ pay. Click Statutory Paternity Pay or Statutory 
Paternity Pay (Adopt), whichever is relevant, in the Payments area of the screen. The amount 
of SPP or SPP(A) to be paid in this pay period appears at the top of the Details screen and the 
entire entitlement is shown in the bottom section of the screen. 
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Questions about paternity pay...? 

Q As an employer, do I have to prove my employees relationship with the mother and child? 

A No. If the father gives you a signed statement (self-certificate) that they satisfy the conditions 
for SPP which the employer should normally accept at face value. However, if you have 
good reason to doubt that the conditions are met, you can refuse SPP and issue an SPP1. 

Q How long is paternity leave? 

A Eligible employees can choose to take either one week or two consecutive weeks’ paternity 
leave. They can’t take odd days. 

Q When can an employee take their paternity leave? 

A Employees can choose to take leave from: 

■ the date of the child’s birth 

■ any time between the actual date of birth and the end of an 8 week period running 
from the Sunday of the week the baby was originally due. 

Q I am entitled to Small Employers Relief. How do I record this in Instant Payroll? 

A Click Employer > Maintain employer details. In the Revenue & Customs Details section, 
click the Small Employers Relief check box. Click Save details then Close Employer 
Details screen. 

Q My employee doesn’t qualify for SPP. What should I do? 

A If your employee does not qualify for SAP you should give them form SPP1, Why I cannot 
pay you SPP, available from the Jobcentre, your local social security office or the Revenue 
& Customs website. 
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What happens if employees take time off to have children? 


Entering Statutory Payments Manually 

If you would rather work out the amount of statutory payment your employee is entitled to 
yourself, you can choose to do this and record the amount in Instant Payroll. You need to enter 
the correct amount in their pay details, so that the statutory payment is shown on their payslip. 

Note: The figure you enter for the first pay period will be carried through to subsequent pay 
periods, but you can change this if you need to, for example when SMP payment is due at the 
lower rate. 

How do I enter a statutory payment manually? 

The example below illustrates how to enter SMP manually. Follow the same procedure for the 
statutory payment you are entering, simply select the correct payment type in Step 3. 

1. Click Pay employees > Maintain employees’ pay. 

2. Select the employee whose SMP information you want to enter. 

3. Click Statutory Maternity Pay, in the Payments area of the screen and then click Details. 
Click the down arrow and choose Manual. 



A confirmation message appears. 

4. Click Close Message. 

5. Click Confirm details. 

You can now enter the amount of SMP on the Employee Pay Details screen. 
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back foiward 


Instant Payroll 


Maintain Employees' Pay 


he| p (§) 


TIP: Remove a payment or deduction's description to delete it from the payslip 



D : Sunday - 10/04/2006 


r : 2006/2007 


Click the amount 
field alongside 
Statutory Maternity 
Pay. Enter the 
amount of SMP 
your employee is to 
receive. 


Statutory Maternity Pay 106.00 


Depending on your policy for employees on receiving statutory payments, you can: 

■ Clear all payment amounts so an employee receives only the relevant statutory 
payment. Highlight the amount and click Delete. 

■ Adjust their usual salary amount. You can change the Salary amount to take into 
consideration their Statutory Payment. Note: If you change the Salary amount a 
message appears asking if you want to use this as the employee’s salary amount from 
now on. Click No. 
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Chapter 10 

What happens when an employee 


leaves? 


When an employee leaves your 
employment, you must ensure that you 
mark them as a leaver in Instant Payroll. 

A leaver needs a P45 form from you. 
When you mark the employee as a leaver, 
you can print this form with all the 
information your employee needs to take 
with them to their next employer. 


In this chapter: 


What should I do when an employee 


leaves?.175 

How do I enter a leave date?.175 

About P45s.177 

How do I produce a P45?.177 

Viewing leaver information.178 

Reactivating leaver records.179 










Hints and tips about leavers... 


When an employee leaves your company, they remain on the Instant Payroll system until 
the end of the tax year. When you print your year end reports, details of anyone who has 
left your employment will be included. When you have completed all your tax year end 
processes the records of leavers are removed. If you ever need to check any details for 
someone whose left your company, use the View leaver details option on the Employee 
screen. 

You can have up to ten leavers in a tax year. After you have had ten leavers, Instant Payroll 
will not allow you to process additional leavers and you will need to upgrade your 
program. Ring 0800 33 66 33 for further information and to purchase your upgrade. 




What happens when an employee leaves? 


What should I do when an employee leaves? 

When someone leaves your company it’s easy to mark them as a leaver in Instant Payroll. 
Simply follow the steps in the section How do I enter a leave date? on page 175. 

Checking any Holidays Owing to Employees 

If an employee is leaving your company you may want to check what holidays they have taken, 
and whether they have any holidays owing to them. Before you mark them as a leaver check 
this information using the Maintain existing employees option. Click Absence Details. The 
number of days an employee has taken and the number of days they have left to take are both 
shown here. 

Remember: The Days Remaining includes days for the rest of the holiday year. If an employee 
is leaving without having accrued all their holiday time, you may wish to subtract those days not 
accrued from the total days remaining. 

How do I enter a leave date? 

1. Click Employee > Make an employee a leaver. 



2 . 

3. 


4. 


Click the name of the relevant employee to access their information. 
Enter the date they are leaving your company in the Leave date field. 
If the employee has deceased, click the Deceased check box. 
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5. Click Print P45 and P11. 

The employee’s P45 and P11 forms appear for you to check. Click the name of each report 
in turn to view the details of each one. With the relevant report selected, click Print Report 
to produce a paper copy. 

Note: Only the report showing on the preview screen at the time you click Print Report will 
print. 

6. Click Save details. 

7. Click Close Make Employee a Leaver screen. 

The employee you’ve marked as a leaver will now not be shown in the current employee 
information list. To see their information you must use the View leaver details option. 
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What happens when an employee leaves? 


About P45s 

You should give each employee who leaves your employment a P45 form. A P45 shows an 
employee’s tax code, National Insurance number and pay to date information. To help you to 
process leavers efficiently, you can produce a P45 report at the time that you mark an employee 
as a leaver in Instant Payroll, as the following steps show. 

Important: Before making an employee a leaver you must ensure that their final salary has been 
paid and you have finished the payroll run. 

How do I produce a P45? 

1. Click Employee > Make an employee a leaver. 

2. Enter the date the employee is leaving your company. 


1 p‘ Sage Instant Payroll 

-|n| x| 

© © ® Instant Payroll 

back forward home J 

- - - 

DJjMake Employee a Leaver 

help(g) ^ 

1 TIP: Click the Calendar button _jjj to enter the correct Leave date. 

r --\ 


You last paid Karen Laing on the 21/07/2005. Enter the date the 
employee left your employment and then print her P45 


Leave Date 


"3 


Deceased □ 




Print P45 and Pll 


Your pay date is set to : Thursday - 28/07/2005 Tax Period : Week : 17 Mo ith : 4 Year : 2005/2006 


Print P45 and Pll 


3. Click Print P45 and Pll. 

The employee’s P45 form appears for you to check. Click P45 - Plain paper (for 
transcription). With the P45 report selected, click Print Report to produce a paper copy. 
Please note: The P45 report cannot be used a substitute for the official Revenue & 
Customs P45 form. You must copy the information from the P45 report you have printed 
onto an official P45 form. 

4. Click Save details. 
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5. Click Close Make Employee a Leaver screen. 

Your employee has now been marked as a leaver. To see their information you must use 

the View leaver details option. 

Viewing leaver information 

Once you have marked an employee as a leaver, you can still see their information by using the 
View leaver details option. Click Employee > View leaver details. 

Can I change information in a leaver’s record? 

You can only change some of the information in a leaver’s employee record. The following 
details can be changed: 

■ Forenames and Surname 

■ Address and Postcode 

■ Marital status 

■ Leave date 

The rest of the information in a leaver’s record is available for viewing only. 
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What happens when an employee leaves? 


Reactivating leaver records 

If you mark an employee a leaver by mistake, you can reinstate them, as long as you do so 
before the end of the next tax period. For example, if a monthly paid employee leaves on 18th 
July, they can be reinstated at any time before 6th August, as the 6th August is the start of the 
next tax month. This ensures that the employee's tax is calculated correctly. From 6th August 
onwards, you would have to set the employee up with a new employee record. 

How do I reactivate a leaver’s record? 

1. Click Employee > View leaver details. 



All employees 
who have left 
your company 
are listed. Click 
the name of the 
leaver whose 
record you want 
to reactivate 


Leave Date |31/12/2003 jJ 


2. Click the name of the employee who has left your company. 

3. Using your mouse click the Leave Date field and delete the date. 

4. Click Save details. 

A confirmation message appears. If you want to remove the leave date and reinstate the 
employee’s record, click Yes. 

Your employee’s record is reactivated. Their details can be viewed and changed using the 
Maintain existing employees option. They will be paid as usual the next time you run your 
payroll. 
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Questions about leavers...? 

Q If I mark an employee as a leaver in error, can I reactivate their employee record? 

A Yes, as long as you are reactivating their record before the end of the next tax period. For 
example, if a monthly paid employee leaves on 18th July, they can be reinstated at any time 
before 6th August, as the 6th August is the start of the next tax month. This means that the 
employee's tax is calculated correctly. From 6th August onwards, you would have to set the 
employee up with a new employee record. 

Q How do I see a leaver’s employee record? 

A Click Employee > View leaver details. 

Q I need to reprint my leaver’s P45. How can I do this? 

A You need to remove the leave date and reinstate their record. To do this click View leaver 
details and delete the leave date. Click Save details > Close Leaver Details screen. Click 
Make an employee a leaver, re-enter the leave date and click Print P45 and P11. 

Q Do I finish my employee’s last pay before I make them a leaver? 

A Yes. If an employee leaves your company, you must process them as a leaver after 
completing their final payroll, to ensure their P45 and PI Is are correct. 

Q What do I do if a leaver returns to my company after the end of the following tax period? 

A You should set up a new employee record using the Add a new starter option, and enter 
information from the employee’s P45, just as you would for any new employee. 

Q How do I pay holiday pay to a leaver? 

A It is important when paying holiday pay to a leaver, that you do not use the Pay in Advance 
option. This is because the employee is not entitled to any taxable free pay allowance, 
beyond the tax period when they left your company. 

If you need to show the employee’s holiday pay as a separate item on the payslip, we 
suggest you add a new payment called Holiday Pay, using the Maintain employees’ pay 
option. 

Q Can I print P45 information straight onto the Revenue & Customs P45 form? 

A No. The P45 in Instant Payroll prints onto plain paper. Simply transfer this information to the 
Revenue & Customs P45 form. 
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Chapter 11 

Making Electronic Submissions and 
Payments 



During the course of a payroll year, you will 


be required to submit various forms to 
Revenue & Customs. The Revenue & 
Customs, in turn, may request you to 
change or update certain employee 


Entering e-Submission Settings 


183 


Using the IR Secure Mailbox 


185 


The e-Banking Process 


191 


details. Rather than do all these manually, 
your new Sage Instant Payroll includes a 
Secure Mailbox that allows you to update 
the relevant employees automatically and 


Registering e-Banking and entering the 


required BACS payment details.192 


Make payments via e-Banking.195 


submit forms directly to Revenue & 
Customs via the Internet. 

When you purchase your new Instant 
Payroll program, you will also 
automatically receive a 30 day trial version 
of Sage’s e-Banking facility. Using this 
facility, alongside your bank’s on-line 
software, you can make payments directly 
into your employee’s bank account. 

Making electronic payments allows you to: 

■ Control your cashflow - you will know 
precisely which day the payment is 
cleared from your account, so you 
will know when to have the funds 
available to cover the payment. 

■ Make payments accurately and on 
time. 

■ Make your payments faster. 

■ Save money - processing payments 
electronically is nearly always 
cheaper than writing cheques. 









Hints and tips about e-Submissions... 

You can use the e-Submissions and Secure Mailbox, without subscribing to the 
e-Banking service. Before using it, though, you must register with the Government 
Gateway. If you have not registered with Revenue & Customs, access their website at 
www.hmrc.gov.uk and register your details. 

When you start using e-Banking you must enter your trial serial number and activation key. 
If you want to continue to use it after the 30 days or 30 uses are up, you should contact 
Sage on 0800 33 66 33 . 






Making Electronic Submissions and Payments 


Entering e-Submission Settings 

Before you can submit any forms to Revenue & Customs, you must enter some basic details to 
ensure the submissions contain the correct information. 


How do I enter e-Submission settings? 

Please note: You must register with Revenue & Customs before you can submit information to 
them via the Government Gateway. If you have not registered with Revenue & Customs, access 
their website at www.hmrc.gov.uk and register your details. 

1. Click Tools > e-Submission Settings. 

The e-Submission Settings screen appears. 



2. Enter your User ID and Password for logging into the Government Gateway, in the relevant 
boxes. 


3. The Employer Name and Employer PAYE Reference boxes are filled out for you 

automatically, from the Employer Details. You should check these are correct before you 
proceed. 

Note: If you change the employer details on the e-Submission Settings screen, the 
changes will also be made to the Employer Details screen held in Employer > Maintain 
employer details. 
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4. The Check for latest e-Submission version when opening the IR Secure Mailbox? check 
box is selected automatically. If you leave this option selected, when you open the IR 
Secure Mailbox a check is made to ensure you have the most up to date version of the 
Sage e-Submissions component. 

5. Select any relevant options from the Employer section. For more information on the effects 
of each check box, click the question mark immediately to its right. 

6. Enter Contact Details. These are details of the employer, or nominated person of the 
company, for whom the submissions will be made. If you are acting as an agent for the 
company or employer in question, select Submit as an agent in the Employer section and 
enter your own contact details in the Agent Details area. 

7. To save the details you have entered, click Save details. 

8. To return to the Tools menu, click Close e-Submission Settings screen. 
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Using the IR Secure Mailbox 

Once you have entered your e-Submission settings, you are able to submit forms electronically 
to Revenue & Customs. You can also receive messages and apply any changes they may 
recommend. 

How do I access the IR Secure Mailbox? 

1. Click Employer > IR Secure Mailbox. 

2. If the Check for latest e-Submission version when opening the IR Secure Mailbox? check 
box is selected, in the e-Submission Settings option, a check is made to ensure you have 
the most up to date version of the Sage e-Submissions component. If you don’t have the 
latest version, you will be prompted to download it from Sage’s website. To download the 
current version, click Yes, then follow the instructions on screen. 

3. If you have selected the Check for new messages when opening the IR Secure Mailbox? 
option in e-Submission Settings, the system retrieves any new mail from the Secure 
Mailbox. If you have not selected this option, you can retrieve your messages at any time, 
by clicking New Mail from within the Secure Mailbox. 

4. When all the new payroll messages have been retrieved a confirmation message appears. 
Click OK. 

If there are problems establishing a connection to the Internet, a message appears. To 
close the IR Secure Mailbox option so you can check your Internet connection and try 
again, click Cancel. If you want to access your IR Secure Mailbox without an Internet 
connection to the Government Gateway, click Offline. 

Note: Working offline will not allow you to submit forms to Revenue & Customs or to view, 
or retrieve, any new messages that have been sent. You can, however, still view the 
submissions that have been sent before. 

The IR Secure Mailbox appears. 
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The folder window on the left of the screen shows the options available to you. Any 
unopened messages are listed in the main area of the screen, on the right. 

5. To return to the Employer screen, click File then Exit. 
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How do I open and apply a message from Revenue & Customs? 

These messages will normally be notification of changes to employee details, such as tax 
codes, and will include a list of the employees to whom the change applies. If required, you can 
make these changes manually, however, the Secure Mailbox will automatically make the 
changes for you. 

Note: You must ensure you have updated all your employee details for the last pay period, 
before applying any changes. We also recommend first taking a backup of your data. 

1. To open a message, highlight the message you want to view and click Open. 

The message window appears, displaying the details of the notification. 



2. Click Print. 

3. To implement any changes required by the message, click Apply. 

Note: If you receive a P35 notification the Apply button will not be available. This is because 
the notification is only a reminder for you to submit your P35 Employer’s Annual Return. 

A warning appears. To implement the changes, click Yes. 

4. Your IR Secure Mailbox applies the changes to the listed employees. After completing the 
changes, a report appears advising you of the employees that have been successfully 
amended. If the changes detailed have failed to be applied to any of your employees (if, for 
example, the employee has left the company), the report will display the reason for the 
failure next to the employee's information. 

Note: We strongly recommend you print and keep a copy of this report, as a record of any 
changes made. To print the report, click Print. 
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5. To close the report, and return to the IR Secure Mailbox, click Close. 

The message you have applied will no longer be shown in the list of messages. 

6. To return to the Employer screen, click File then Exit. 


188 



Making Electronic Submissions and Payments 


How do I submit forms to Revenue & Customs? 

You can submit forms, such as P46s and P45s, directly to Revenue & Customs using the 
Secure Mailbox. 

1. From the IR Secure Mailbox screen, click the IR Submissions folder on the left of the 
screen. 

The folder expands to show what information can be submitted. 

2. Select the folder you require, for example P45(Leaver). 

The details of the employees for whom you can submit the form you have selected, appear 
in the Submissions screen. 



3. Highlight the employees for whom you want to submit the selected form, and click Submit. 

Once you have selected to submit your form, Sage Instant Payroll displays a warning 
asking you to confirm your choice. Selecting Yes will submit the form(s) directly to Revenue 
& Customs. 

Note: This process cannot be reversed, so it is important to be sure that the information 
you are sending is correct. We strongly recommend first printing and checking any reports 
you submit. 

Revenue & Customs will reject your submission if the employee details being submitted 
contain any invalid characters. To prevent this, Sage Instant Payroll checks the details and 
automatically removes any invalid characters. If you are submitting PI 4 or P35 forms, the 
wizard will display a warning along with a list of the affected employees. To remove the 
invalid characters and continue with the submission, click Submit. 
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Note: The automatic corrections only affect the employee details being submitted to 
Revenue & Customs. The employee details held in Sage Instant Payroll will not be 
changed. We recommend you change them manually after the submission. 

For more information on which characters are invalid, please see the online helpfile. On the 
page titled Submitting Items to Revenue & Customs, click the invalid characters link. 

Once the employee details have been checked, the program attempts to submit the forms 
to Revenue & Customs Gateway. The Submissions Wizard displays a progress message, 
advising you of the status of the submission. 

This process may take some time, depending on the amount of data being submitted, the 
speed of your internet connection, and the number of other submissions being made to 
the Government Gateway at that time. 

Finally, the wizard displays a message advising you whether the submission was 
successful or not. Click View Details for a report on the submission. If successful, the 
report will document what has been submitted. If the submission was unsuccessful, the 
report will display an error message, advising you what caused the failure. 

4. To return to the Employer screen, click File then Exit. 

How do I view information already submitted to Revenue & Customs? 

1. From the Secure Mailbox screen, click the Submitted Items folder on the left of the screen. 
The folder expands to show the various forms you can submit. 

2. Select the folder for the information you want to view, for example P45(Leaver). 

A list of your employees appears in the Submitted Items window on the right, along with 
the number of submissions made for each employee. 

3. If required (for example, because of incorrect information on the original submission), you 
can submit updated information, including any changes you may have made, by selecting 
the relevant employee(s) from the list and clicking Submit. 

The submission will be made with up to date information from the employee details, so any 
changes or corrections made since the original submission are included. 

4. To return to the Employer screen, click File then Exit. 
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The e-Banking Process 

Use the flow chart as a guide to setting up the e-Banking facility and making BACS payments 
via e-Banking. 


Register e-Banking 


The e-Banking facility must be registered before 
you can use it to make electronic payments to 
your employee(s). See How do I register 
e-Banking and set up my BACS payment 
details? on page 192. 


Enter BACS payment details 


Enter the payment information required by your 
bank’s on-line software. See How do I register 
e-Banking and set up my BACS payment details? 
on page 192. 


Employer & Employee details 


Make BACS payments 


Use the Make BACS payments via e-Banking 

option to pay your employee(s) electronically. See 
Make payments via e-Banking on page 195. 


Check you have entered all the Employer and 
Employee details necessary to make electronic 
payments via BACS. See Chapter 5, Entering 
Employer Details and Chapter 6, Entering 
Employee Details. 


Process and Finish your payroll 


Process your payroll for the current period.See 
the Paying People Process on page 111. 


Check you have entered the 
following employer 
information: 

■ The employer’s bank 
details. 

Check you have entered the 
following employee 
information: 

■ The employee’s bank 
details. 

■ A BACS method of 
salary payment. 
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Registering e-Banking and entering the required BACS 
payment details 

When you purchase Sage Instant Payroll program, you automatically receive a 30 day trial 
version of Sage’s e-Banking facility. You must register the e-Banking facility and enter the BACS 
payment details required by your on-line banking software, before being able to make electronic 
BACS payments. 

How do I register e-Banking and set up my BACS payment details? 

1. Click Tools > Set up e-Banking. 

2. Click Register e-Banking. 



3. Enter your e-Banking Serial Number and Activation Key. 

4. Click Confirm details. 

A confirmation message appears. 

5. Click Enter details now. 
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6. Ensure the Use BACS via e-Banking? check box is selected and enter the BACS 
payment reference you have agreed with your bank. 

7. Click on the down arrow and select the on-line bank software you use from the list 
provided. 

If you change the on-line bank software you use to pay your employee(s), you can use the 

Enter BACS payment details option from Tools > Set up e-Banking to change the 
on-line bank software by selecting the new one from the list. 

8. Click Configure. 

9. Enter the information required for the bank software selected. Your bank will inform you if 
you need to change any of this information. 

10. Enter or check the following: 

■ Common Directory 

This is where your BACS payment files will be stored. It will default to the drive where 
your program is installed but you can change this if you need to. 

■ Statement Reconciliation Service 

This option does not affect Instant Payroll. 

■ Payment files options 

This is the path, filename and extension of the file that will be created by Instant Payroll 
to pick up in your banking software. You can change this information if you require but 
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you cannot change the Directory unless you select the Override Common Directory 
check box at the top the screen. 

Note: In most cases it is not necessary to change anything in this screen. 

11. To save your bank software configuration details, click OK. 

12. Click Confirm changes. 

13. Click Close Set up e-Banking screen. 
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Make payments via e-Banking 

When you have registered and set up e-Banking, and finished your payroll for the current pay 
period, you can use BACS to pay your employees electronically via e-Banking. 

Remember: You must complete the steps described in the e-Banking Process flow chart, 
shown at the beginning of this chapter, before making BACS payments. 

How do I make BACS payments via e-Banking? 

1. Click Pay Employees > Make BACS payments via e-Banking. 



The list shows all employees that have been correctly set up to use the e-Banking option 
and whose payroll you have just finished. The date you want to make payments will be 
automatically set to the pay date you have just completed. You can select other payment 
dates, from periods which have been finished, by clicking on the calendar. 

Note: If you want to pay all the employees listed, click Clear selection and then click 

Swap selection. 

2. Click Print payment details. 

The e-Banking Payment Details report appears showing details of the payments made to 
the employee(s) selected. The report also shows the total amount that will be taken from 
the employer’s bank account. 

3. Click Print Report. Keep the e-Banking payment details report for your own records. 
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4. Click Close Reports. 

5. Click Make Payments. 

A confirmation message appears. 

6. Click Yes, make the payments. 

The payment processing window that may appear will depend on the bank software you 
are using. The example below shows the NatWest BankLine Payment Processing 
window: 



For further details on completing this information, refer to your on-line banking software 
documentation. 

7. If a window appears, complete your on-line banking payment processing information, click 

OK. 

8. Choose the location of the file that is required by your bank’s on-line software, and click 
Save. The file will be automatically saved with the debit date specified. If you do not want 
to use debit date as the file name, you can change it here. If you choose to use a different 
name, make sure it is something that you can identify with the information in the file, for 
example, April Wages. 

Your transaction file has now been generated. You can now import this file into your bank’s 
on-line software. For more information, refer to your bank’s on-line software user 
documentation. 

9. Click Close Make BACS Payments via e-Banking screen. 
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Questions about e-Banking...? 

Q When should I use the Make BACS payments via e-Banking option? 

A The Make BACS payments via e-Banking option should be used after you have correctly set 
up the e-Banking option and finished your payroll for the current pay period. For further 
information, refer to the e-Banking Process flow chart at the beginning of this chapter. 

Q Which on-line banking software can I use with e-Banking? 

A You can use following on-line banking software with e-Banking: 

■ Barclays BusinessMaster I & II 

■ Barclays BusinessMaster Lite 

■ NatWest BankLine 

■ NatWest PayAway/ AzTech BACS 30 version 3.00 

■ RBS Royline/Royline for Windows 

■ Co-operative Bank Financial Director 

■ Banks of Scotland / Bank of Wales CHOBS 

■ LloydsLink 

■ HSBC Hexagon 

■ Allied Irish Bank IBB, EBB & PCBACS 

■ Yorkshire Bank Telebank 

■ Ulster Bank Anytime 

To check if the facility has been updated to support any further banking software, visit 
www.sage.co.uk. Click Considering Sage. From the menu at the top of the page, choose 
Products and Services > e-Business Solutions > Sage e-Banking. From the Sage 
e-Banking menu on the right of the screen, click Compatible Banks. 

Q I had a problem with my payment file and wasn’t able to pick it up in my bank software. Can 
I process the BACS payment again in Instant Payroll? 

A Yes. You can select the required period from the calendar, you will be warned that the 
employees have already received payments for that period. If you want to continue, click 
Yes. 
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Chapter 12 

Backing up and Restoring your Pay 
Information 


Instant Payroll allows you to make a copy 
of your pay information at any time during 
the payroll process. You can then revert 
back to this information, using the Restore 
option. Keeping regular backup copies of 
your pay information is a very important 
part of your payroll process. 


In this chapter: 


Why do I need to back up my pay 
information?.201 

Restoring pay information from a stored 
backup.203 






Hints and tips about backup & restore... 

After completing a backup, the disk or CD should be labelled with something that easily 
identifies the pay information contained on it. For example, if the backup contains payroll 
information before finishing the pay period dated 19/09/2005, label the disk with this date 
and indicate that the information is prior to finishing the pay period. 

The disk or CD should then be stored in a secure location. 

Each time you back up your pay information, make sure the file is given a unique name. 
An example would be the date, as mentioned above. This will ensure that you do not 
overwrite an existing backup. 




Backing up and Restoring your Pay Information 


Why do I need to back up my pay information? 

It is important to take a backup of your pay information at regular intervals so that if you make 
a mistake, you lose some of your information or your payroll data becomes corrupt, you can 
restore correct data; for example, if you have made a mistake finishing a pay period, or your 
computer has stopped working while you were processing the current pay period and all your 
pay information has been lost. 

Please note: Using the Backup option will make a copy of all your employees’ pay information 
as it stands at the exact point you take the backup. 

How do I back up my pay information? 

1. Click Tools > Backup. 


^Backup 


help ( 


TIP: It is recommended that you use the default filename but you may enter one of your choice. 


Enter the filename and folder where you want the backup to be stored, 
Filename |p a yWeekl7 


Folder 

Click 'Browse' to locate the required folder. IP Browse 


ff_. View Backup £ 
Restore log 


Close Backup 
1 screen 


i Backup now 


Your pay date is set to : Thursday - 28/07/2005 Tax Period : Week : 17 Month : 4 Year : 2005/2006 


A filename will be entered for you. The filename uses the Pay Date you have entered to 
determine the current tax week. 

For example, if your pay date is set to 30/06/2003, the default filename for your backup 
will be PayWeek13. 

You can enter your own filename if necessary. 

2. Choose the folder where you want to store your backup file. The first time you use the 
backup option, this will show A:\ which is normally your floppy disk drive. If you want to 
backup to a different location, click Browse to locate the folder you require. 
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For example, if you enter C:\, your backup file would be stored on your computer’s hard 
drive. 

3. To view a list of the backups taken, click View Backup & Restore log. The log will open 
in Notepad. To print the file, click File > Print. 

4. To start the backup process, click Backup Now. 

Instant Payroll backs up your data. 

Please note: If you are backing up to a disk, when the disk is full you will be prompted to 
enter the next one. 

5. If you want to stop the backup for any reason, click Cancel Backup. 

Backup Details appear stating that the backup file has been successfully created. 

If you are backing up to a disk, this shows how many disks were required. 

6. If the backup is unsuccessful, check to make sure that the disk is blank or, if you are 
backing up to a folder, check that you are using the correct path. Repeat the backup 
process. 

7. Click Close Backup screen. 
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Restoring pay information from a stored backup 

If you discover that your pay information is not correct or you have lost some of the information, 
using the Restore option, you can easily revert back to a copy of the information you stored as 
a backup. 

Please note: Restoring a backup will replace the existing information in your program with the 
contents of the backup file. 

How do I restore my pay information from a backup? 

1. Click Tools > Restore. 


Restore 


help ( 


TIP: Restoring a backup will overwrite any data which you have entered since the backup was taken. 


CMB 

Choose the file you want to restore. 


Click 'Browse' to locate the required folder. 




ET_, View Backup & 
Restore log 


l Restore now 


Close Restore 
1 screen 


Your pay date is set to : Thursday - 28/07/2005 Tax Period : Week : 17 Month :4 Year : 2005/2006 


2. Enter the filename of the backup you want to restore. This automatically shows the 
filename of the last backup taken. You can change this if required. 

3. Choose the folder containing your backup file. This will default to the location of your last 
backup. If you backed up to a different location, click Browse to locate the folder you 
require. 

4. To view a list of the backups taken and restores made, click View Backup & Restore log. 
The log opens in Notepad. To print the file, click File > Print. The log will help you locate 
the filename or location of a previous backup. 

5. To start the restore process, click Restore Now. 
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6. Restoring a backup will overwrite any data you have entered since the backup was taken. 
If you are sure that you want to overwrite your existing data with the data from the backup 
file, click Continue to Restore. 

Instant Payroll restores your data. 

7. If you want to stop the restore process for any reason, click Cancel Restore. 

Restore Details appear stating that your backup has been successfully restored. The pay 
date is set to the pay date used for the backup. 

8. If the restore is unsuccessful, try using a different backup in case this one has become 
corrupt. 

9. Click Close Restore screen. 
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Questions about backing up and restoring...? 

Q When should I backup up my pay information? 

A It is strongly advisable that you take a backup of your pay information: 

■ After you have completed entering and checking your pay information for the current 
period, but before using the Finish Payroll option. 

■ After finishing your payroll for each pay period. 

■ Before using the Payroll Year End option, and 

■ After using the Payroll Year End option. 

Q Where can I backup my pay information to? 

A You can backup your pay information to: 

■ A floppy disk. 

■ A writable or rewritable Compact Disc (CD). Remember that you will need CD writing 
software to use this system. 

■ A location on your computer, or if you have a network, a secure location on the 
network. 

■ It is recommend that a backup of your pay information is stored on floppy disk, or a 
compact disc (if your computer has a CD player). If the information is backed up to a 
location on the computer, you run the risk of losing your backups if there is a problem 
with the computer’s internal hard drive. 

A Do I need to keep my backups? 

Q Yes. It is very important that you take, and securely store, your backups. 
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Chapter 13 

Running a Payroll Year End 


The tax year runs from 6th April to 5th April 
of the following year. At the end of tax year 
all companies are required by law to 
submit Payroll Year End returns to 
Revenue & Customs. 

These returns enable Revenue & Customs 
to monitor the PAYE and National 
Insurance deducted from your employees, 
and to ensure that any statutory 
payments, such as Sick and Maternity 
pay, have been made according to 
Government Legislation. 

The Instant Payroll year end process 
allows you to produce all the information 
that is required by Revenue & Customs. 


In this chapter: 


Payroll Year End Process.209 

Preparing for the year end and 
processing any leavers.210 

Balancing your payments.211 

Printing Payroll Year End reports.220 

Restarting the Year End process.222 

Internet Submissions.223 

Complete the Payroll Year End.227 
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Hints about payroll year end... 

Before you start your Payroll Year End process: 

■ Check that you have paid everyone for the last period of the tax year. 

■ To help your payroll year end run smoothly you should also check that you have enough 
supplies of PI 4/60 stationery. 

■ Check you have enough blank disks to take three backups. 
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Payroll Year End Process 

Use this flow chart to help you through the year end process. 


Finish your final payroll 


Finish your last payroll for the current tax year. If you 
have any leavers, click Make an employee a leaver 
to enter a leaving date and print their P45 details. 

See Preparing for the year end and processing any 
leavers on page 210. 


Back up your data 


Backups are essential to ensure that you have a 
complete record of your payroll information for the 
tax year. We recommend that you have two 
backups in case one of them becomes damaged. 

See How do I back up my pay information? on page 
201 . 


Balance your payments 


To make sure any payments made to Revenue & 
Customs, or funding received from Revenue & 
Customs, is correct, you must balance your 
payments. 

See Balancing your payments on page 211. 


Print Payroll Year End Reports 


If you have an Internet 

When you have completed balancing your 
payments, you can view and print your payroll year 
end reports. 

See Printing Payroll Year End reports on page 220. 

► 

connection, you can submit 
your Year End forms 
electronically. 

See Internet Submissions 
on page 223. 



Complete the Year End Process 



Complete the process, clear your year to date 
figures and start the new tax year. 




See Complete the Payroll Year End on page 227. 
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Preparing for the year end and processing any leavers 

Payroll Year End is a busy time of year. The exact length of time your Year End will take depends 
on how many employees you need to produce PI 4/60 Certificates for. To complete this task, 
we strongly recommend that you set plenty of time aside to run the Year End, with as little 
interruption as possible. 

Before running your Payroll Year End, you must process and finish the final payroll run of the tax 
year for all employees. 

If you have employees paid using different pay frequencies, such as Monthly and Weekly, 
ensure you complete the final payroll run for all pay frequencies. 

If you encounter problems when balancing your payments, you can restart the year end 
process. For further information, Restarting the Year End process on page 222. 

Please note: You cannot restart the Payroll Year End process after you have worked through 
the Complete Payroll Year End process. 

How do I process any leavers? 

If any employees have left your employment since you ran your final payroll, click Employee > 
Make an employee a leaver. Enter their leaving date and print their P45 details. 

For further information, see Chapter 10, What should I do when an employee leaves? 

You are now ready to work through the payment reconciliation process. See the section, 
Balancing your payments on page 211. 
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Balancing your payments 

To balance your payments you must work through the steps below: 

Step 1 - How do I back up my data? 

Step 2 - View and print your reconciliation reports. 

Step 3 - Check your payments to Revenue & Customs. 

Step 4 - Check funding received from Revenue & Customs. 

Step 5 - Enter adjustments due to Revenue & Customs funding. 

Step 6 - Enter adjustments due to amounts recovered from Revenue & Customs. 

Step 7 - Check the amount due to Revenue & Customs. 

Step 1 - How do I back up my data? 

1. Click Payroll Year End > Balance your Payments. 

2. Click Take a backup of my data. 

3. Enter a filename or use the default filename PYE2005. The backup process automatically 
selects the last disk drive you used to take a backup. If you want to back up to a different 
folder, click Browse to locate the folder you require. Click Backup now. 

4. When the backup is successful, click Close Backup screen to return to the Payroll Year 
End process. 

5. To take your second backup on different disks, click Take a backup of my data again 
and repeat the backup process. 

Label your two backups carefully so that you can quickly identify the information they 
contain. For example, you can label the first set, “Post Final Payroll” with the year end date 
and label the second set “Year End Copy after Final Payroll/Before Clearing Year to Dates” 
with the year end date. 
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Step 2 - View and print your reconciliation reports 

1. Click Continue with Balance Your Payments. 


'.iP' Sage Instant Payroll 


■BUS 

® ® ® 
back forward home 

Instant Payroll 

saoe 

i Balance Your Payments >> Step 2 of 7 

help® 


Reconciliation reports 

TIP: These reports will help you balance your Payroll Year End. 



Which report do you want to view or print? 



• 

P32 Payment Summary Reconciliation report 

Shows details of amounts due to Revenue & Customs and 
any payments made via e-Banking. 



• 

P35 Deductions Working Sheets 

Shows details of Income Tax and National Insurance 
contributions for your employees. 



Close Balance Your 
Payments screen 

Continue to check payments 
to Revenue & Customs 

—4 

c 

Payroll Year End 




We recommend that you print both the P32 and P35 reports now to help you balance your 
Payroll Year End figures. 

You can use the figures shown in these reports to check the details you are given later in 
the Balance Your Payments process. 

2. Click the name of the report you want to view or print. 

The preview window appears showing the selected report. 

Please note: If you are viewing and printing the P32 report you must select the range of 
months you want included you want included, then click Preview Report. 

3. To print the report, click Print Report. 

If necessary, use the Print options provided to select the number of copies, print quality, 
range of pages or change the printer you require. 

4. Click OK. 

5. Click Close Reports. 
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Step 3 - Check your payments to Revenue & Customs 

1. Click Continue to check payments to Revenue & Customs. 



If you have used the Pay Revenue & Customs option, to make electronic payments to 
Revenue & Customs, the total amount of all payments you have made to Revenue & 
Customs appears in the field. 

If you have not used the Pay Revenue & Customs option, you must enter the total of all 
payments you have made to Revenue & Customs for the tax year. 

You will find this information in your Revenue & Customs Payslip Booklet (P30BC) or your 
manual P32 Employer's Payment Record. 

If you have started using Instant Payroll part-way through the tax year, your P32 Payment 
Summary Reconciliation Report, and the total paid using the Pay Revenue & Customs 
option, will not include any payments made before you started using Instant Payroll. 
Remember: include any figures not recorded on your P32 in the total of all payments you 
have made to Revenue & Customs for this year. 
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Step 4 - Check funding received from Revenue & Customs 

1. Click Continue to check funding received from Revenue & Customs. 



Instant Payroll cannot calculate some of the information required for the P35. 

2. If you have applied for and received funding from Revenue & Customs, to help with the 
funding of Tax Refunds or Statutory Payments, you need to record the amount of funding 
you have received now. Click Enter adjustments to your Tax and NIC deductions and 

proceed to step 5. 

3. If you have recovered any amounts by deduction from your NIC and Tax payments to 
Revenue & Customs, for example SSP recovered, you will need to record the amounts you 
have recovered now. Click Enter adjustments to your Tax and NIC deductions and 
proceed to step 5. 

4. If you have not received any funding and you have not recovered any amounts from your 

Tax and NIC payments, click Check the amount due to Revenue & Customs and 

proceed to step 7. 
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Step 5 - Enter adjustments due to Revenue & Customs funding 

1. If you have applied for and have received funding from Revenue & Customs, you can 
record the amounts received here. 



■ Funds received from Revenue & Customs to SSP/SMP/SPP/SAP - enter the total 
amount of funding you have received to fund SSP/SMP/SPP/SAP this tax year. 

■ Funds received from Revenue & Customs to refund tax - enter the total amount 
of funding you have received to fund tax refunds this tax year. 

2. Click Next Step. 
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Step 6 - Enter adjustments due to amounts recovered from Revenue & 
Customs 

1. If you have recovered any amounts directly from Revenue & Customs or by deduction from 
your NIC and Tax payments to Revenue & Customs, you can record the amounts 
deducted here. 



■ Tax deducted from subcontractors - If you deal with subcontractors, you will have 
arranged to deduct tax on their behalf at a rate agreed with Revenue & Customs. 
Refer to your Contractor's Annual Return and enter the total amount of tax deducted 
from subcontractors. 

■ Statutory Sick Pay Recovered - If you selected the SSP Recovered check box when 
producing your monthly P32 reports, this field shows the total of the monthly values 
recorded. You can amend this value if required. This yearly total for SSP Recovered 
will be included on the P35 Section 2 and will reduce the figure due to Revenue & 
Customs accordingly. 

If you did not select the SSP Recovered check box when running the P32 report, you 
will need to enter the amount of SSP recovered this tax year. 

■ Tax-free incentive payments received during the year - If a tax-free Incentive 
payment was credited to your PAYE payment record for this year, because you sent 
last year's return electronically, enter the amount. If the incentive was repaid directly 
to you by cheque, leave this box blank. 
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Note: If you have reduced one of your monthly payments to HMRC because you 
received the tax-free incentive above, you must ensure that the figure in the ‘Enter the 
total of all payments you have made’ box reflects this reduction. 

2. If you need to return to Step 5 Enter adjustments due to Revenue & Customs funding, click 

Previous. 

3. Click Continue to check the amount due to Revenue & Customs. 
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Step 7 - Check the amount due to Revenue & Customs 

1. Check the amounts that are due to Revenue & Customs. 



Check the following information: 

■ Total payment due to Revenue & Customs for the whole year - Instant Payroll 
calculates the total payment due for you, by adding the Total deductions from NICs 
and the Net Income Tax for all your employees. 

■ Payments made to Revenue & Customs - this shows the amount you have already 
paid to Revenue & Customs this year. This is calculated from the amounts paid using 
the Pay Revenue & Customs option or shows the total amount paid you entered in 
Step 3. 

■ CIS Deductions Suffered. If you pay sub contractors or contractors and make 
deductions under the Construction Industry Scheme (CIS), enter the total amount of 
these deductions here. 


Help 


For more information, click help at the top of the screen. 


■ Balance due to Revenue & Customs - this shows the amount you have left to pay 
to Revenue & Customs. 

If you pay the Revenue & Customs monthly, this will show the amount you are due to pay 
for Month 12. 
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If you pay the Revenue & Customs quarterly, this will show the amount you are due to pay 
for the final quarter. 

Check that the balance due to Revenue & Customs is correct. 

If you agree that the Balance due to Revenue & Customs is correct, click Print Payroll 
Year End Reports and proceed to the next section. 

If you think the Balance due to Revenue & Customs is incorrect, click Get help manually 
balancing your payments. For further information on manually balancing your payments, 
click help on-screen. 

If you have encountered problems when balancing your payments, you can restart the year 
end process. For further information, see the section Restarting the Year End process on 
page 222. 
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Printing Payroll Year End reports 

When you have completed balancing your payments, and you are sure the amount due to 
Revenue & Customs is correct, you can then view and print your payroll year end reports. 

How do I view or print my year end reports? 

You can view or print your year end reports in the following ways: 

■ Click Print Payroll Year End Reports from the Balance Your Payments » Step 7 of 7 
screen. Or, 

■ Click Print Payroll Year End Reports from the Payroll Year End screen. 



To comply with Revenue & Customs regulations, we recommend that you print and keep 
copies of these reports for seven years. 

1. Click the name of the report you want to view or print. 

When printing the PI 4/60 End of Year Summaries for your employees, you must insert the 
pre-printed PI 4/60 stationery into your printer. Check that you are using the correct PI 4/ 
60 forms for the current tax year. 

You cannot submit the P35 produced from Instant Payroll to Revenue & Customs. You 
should use the Instant Payroll P35 Section 1 and 2 reports to transcribe your figures onto 
Revenue & Customs stationery. You may attach the P35 (CS) (Substitute) Deductions 
Working Sheets to the back of your P35 for submission to Revenue & Customs. 

The Preview screen shows the selected report. 
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If you are previewing the P35 Section 1 and 2 reports, click P35 Section 2 at the top of 
the screen, to preview this section. 

2. If you want to print the report, click Print Report. 

If necessary, use the Print options provided to select the number of copies, print quality, 
range of pages or change the printer you require. 

3. Click OK. 

When you have previewed or printed a report, a tick is shown next to the report. You can 
view or print the report again if required. 
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Restarting the Year End process 

This option only becomes available if a change is recorded in the Balance your payments or 
Print Payroll Year End reports options. 

Please note: You cannot restart the Year End process if you have submitted you PI 4 and P35 
forms to Revenue & Customs electronically, using the Internet Submissions option. For more 
information on the Internet Submissions option, please see the Internet Submissions on page 
223. 

How do I restart the year end process if I need to? 

If you click Restart Payroll Year End process, Instant Payroll will: 

■ Remove the ticks from the Payroll Year End screen. 

■ Reset the information entered via Balance Your Payments. 

■ The Balance still due to Revenue & Customs will be reset to the amount Instant Payroll 
calculated is due, less payments entered via the Pay Revenue & Customs process. 

■ All manual figures you have entered will be set to zero. 

■ Remove the ticks from the View and Print Payroll Year End reports screen. 

Once you have completed the Payroll Year End process you cannot go back and repeat it. 
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Internet Submissions 

Internet Submissions is an optional facility on the Payroll Year End screen that allows you to 
submit your PI 4 and P35 forms directly to Revenue & Customs via the Internet. To do this, 
follow the steps below: 

Please Note: In order to use this option, you must have already worked through the Balance 
your payments option. 

Important: This process cannot be reversed. You must be sure that the information you are 
sending is correct. We strongly recommend first printing and checking any reports you submit. 

1. From the Payroll Year End screen, click Internet Submissions. 

A warning message appears, advising you that, once the internet submission is complete, 
you cannot restart the year end process. 

2. Click Close Message. 

The P35 Part 3 checklist appears. 



3. You must answer each question on the form, by selecting either the No or Yes check 
boxes. 

For assistance when answering these questions, please refer to booklet El 0 Finishing the 
tax your end up to 5th April 2006, available from HM Revenue & Customs. 

We recommend printing a copy of the form for your own records. To print the form, click 

Print P35. 
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4. To submit the form to Revenue & Customs via the Internet, click Submit P35. 

The Important Notice screen appears. To view the information captured by Sage during 
the submission process, click the Click here link. 



5. To confirm that the details on the P35 and PI 4 End of Year Summary are correct, to the 
best of your knowledge, and to submit your Year End returns to the Government Gateway, 
click Confirm. 

If you are unsure about any of the details supplied and do not want to proceed, click Close. 
The next window displays your Government Gateway Registration and Company Details. 


I Sage Internet Submissions 



Check your Details... 

The following credentials will be used by the submission process. Please ensure they are correct. 

NOTE: Any changes made will not be saved once the submission has been completed. To permanently 
store any amendments, use the 'Submission Settings' option within your Sage Payroll application, 

Gateway Registration Company Details 

User ID |l5V104 1 Name |THE OLDE SHIP HOTEL 

Password |******** | Tax Office/Reference |pQ2 | / |A20 



Pressing 'Submit' will begin the submission of your data. 


[ Submit ] 


[ Close ] 


6. If you are sure the information is correct, click Submit. 
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The Data Preparation window appears. 



Important: The preparation of your data may take some time depending on the amount of 
information being prepared. During this time you will not be able to use Instant Payroll. 
The Internet Submissions module checks the accuracy of the data held within Instant 
Payroll. If there are any problems detected, the Data Preparation window will advise you of 
these. For further detail on an error displayed, click more info. 

■ Any errors that are shown, such as a missing employee name, need to be corrected 
before continuing with the submission. To do this click Cancel to stop the submission 
process, and then make the correction manually in Instant Payroll. 

■ Any Warnings that are shown, such as extra spaces or invalid characters in an 
employee name, will be corrected automatically by the data preparation process. 

7. To print the information shown, click Print. 

8. When you are ready to proceed with the submission to the Government Gateway, click 

Submit. 

The Submission Progress window appears. 

Note: The submission process may take some time depending on the amount of 
information being submitted. 

When the information has been successfully submitted to the Government Gateway, a 
summary window appears. 
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Use the Click here link to view and print details of the submission. 

9. To complete the process, click Close. 

A confirmation window appears. 

The information provided is a return receipt generated automatically by the Government 
Gateway. 

We recommend you print and keep this information for your records. To do this, click Print. 

You have successfully submitted your Year End returns to the Government Gateway and 
should now complete your Year End process and prepare for the new tax year. 


226 








Running a Payroll Year End 


Complete the Payroll Year End 

When you have completed the Balance Your Payments process and checked and printed your 
year end reports, you are ready to complete the Payroll Year End Process. This will: 

■ Clear your tax year to date values. 

■ Delete the records of all employees who have left. 

■ Remove all Week 1/Month 1 tax codes. 

■ Carry forward all year to date values and outstanding balances for Attachments of 
Earnings. 

How do I complete the Payroll Year End Process? 

1. Click Payroll Year End > Complete year end process. 



2. To complete the process, click Complete the Payroll Year End process. 

A message appears asking you if you want to view the Payroll Year End summary. 

3. Click Yes. 

A summary of the effect of the year end process on your payroll information appears. You 
can check this on the screen, or click Print Summary for a paper copy. 
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4. Click Continue. 

The following screen describes what you should do after completing your year end 
process. 


Op' Sage Instant Payroll 


jnj^ll 

® ® ® 
back forward home 

Instant Payroll 

-^ - 

1 Payroll Year End 


he| P® 

You have completed your Payroll Year End. 


What to do next 




By 19th April 2007, send the balance of any money due to Revenue & 
Customs to the Revenue & Customs Accounts Office. 


<§> 


By 19th May 2007, send your form P35 and the top two copies of form P14, 
to your Tax office. 




By 31st May 2007, give form P60 to each employee who was working for 
you at 5th April 2007 and for whom you have completed a form Pll. 


© Close Payroll Year 
End Guide 




Your pay date is set to : 


Monday - 10/04/2006 


Tax Period 


Week : 1 Month : 1 


Year : 2006/2007 


A 

J 
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You should remember that if any employees have left your company during the tax year, 
you should send their PI 4s to Revenue & Customs. Discard their P60 forms. 

For further information, click the help on-screen. 

5. Click Close Payroll Year End Guide. 

6. Now that you have completed the year end process we recommend you take a backup of 
your payroll information before you start processing in the next tax year. For more 
information, see Chapter 12, Backing up and Restoring your Pay Information. 
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